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DISCOVER A NEW CARBON CONCEPT 


CREATED FOR YOU! 


1 Mip- poe Miracle Tow, Cunl-Cose Bask, 


lo, Copia. Pats & 
Oui Duckie Ce Sdge at a Cte 


Here—at last—is a carbon paper so remarkably different that it is almost 
beyond belief. In M&M, you will instantly recognize time and temper saving 
features tuned to the tempo of the modern office. 

Moreover, here is a carbon paper to please the most cost conscious office 
manager; its inherent qualities produce true office economies. 


Try it today—in your own office— without cost or obligation. 


‘VW = Send for FREE samples! 


PARK RIDGE, NEW JERSEY 


RUSH SAMPLES IMMEDIATELY 
Maximum performance starts Sees Regular [7] Noiseless [7] 
at the ribbon. See the 
difference instantly with MAM, Electric CT typewriter and usually make copies. 
the moderately priced 
executive ribbon designed for 
unsurpassed service. Address_ 
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Beautiful for Executive Offices 


...Practical for ALL offices . | 
> \I 


Ask the dealer who features 


TEELC 


to fill you in on these facts: 


EXECUTIVE SETTINGS GENERAL OFFICE ADVANTAGES 


@ Steelcase gives you “years ahead” styling e Steelcase engineering eases work flow—in- 
creases Output as much as 35% 
@ Steelcase gives you a choice of many har- M fil = 
monizing color combinations e More filing capacity in less space—more 
employees seated per square foot 
@ Steelcase comfort adds warmth and person- 
ality to your office - book for 
) Steelcase 
" ; - _ . in th if i 
Leading national organizations are standard izing on Steelcase for both executive on the eaneies 


‘ s se se ae “ ee section of your 
and general offices. Ask your dealer . . . today! nn tine 


e Interchangeable desk tops, drawers and ped- 
estals make office planning flexible & 


For new ideas in office planning, write for “Tooling Up Your Office” STE E LEAS E 


Business Equipment 
METAL OFFICE FURNITURE COMPANY: Grand Rapids, Michigan 


May, 1953 OFFICE MANAGEMENT AND EQUIPMENT 
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An Attractive Office 
oa makes a i 
First Impression Last! 


ait ; 


WHILE IT TAKES more than 
merely smart appearance to sell a 
product, that first impression your 
salesman makes is mighty important. Your he: 
office is your salesman, too. Its furnishings . . . “lly e ne 
its whole appearance . . . reflect you . . . your personality 
. . . your thinking. It says to your visitor: “The same care, 
good taste and sound judgment exerted here will go into jou 
problem . . . into all our relationships.’ For many years, office interiors 
created by Macey-Fowler have been producing valuable ‘ ‘first impressions that last’’ for both small organizations 
and the country’s largest corporations. Why not let an office designed by Macey-Fowler ‘speak volumes” for you? 
Visit our showrooms where you can see typical offices set up in 


“model room" displays. Or, write for handsome illustrated catalog 


acev lowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT AND EQUIPMENT May, 1953 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Preface to an Office 


WHATEVER it used to be, the office 
lobby today bears the same relation- 
ship to the office that the preface 
does to a book. It serves as a con- 
densed preview—or perhaps just a tan- 
tilizing glimpse—of what lies ahead. 
It gives a foretaste of the precise func- 
tion and quality of the office and the 
organization which owns it. 

In the planning of the new offices 
of the Brown Shoe Co., the lobby of 
which we picture on the cover of this 
issue, these points were kept clearly 
in mind, as they are in the design 
of practically every important modern 
office, and this lobby must certainly 
be counted one of the most successful 
of the current crop of lobbies. 

It is interesting to see how far com- 
panies are willing to go in impressing 
upon visitors the nature of the prod- 
uct or the service which the company 
renders. In many offices the lobby is 
an effective showroom for actual sam- 
ples of the company’s product. The 
Brown Co. has approached the prob- 
lem from a more artistic angle and is 
having a lobby mural done to high- 
light the history of the shoe industry. 
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: EDUCATOR SAYS THAT Insisting that this managerial fam- 
‘ “MANAGERIAL FAMINE" ine extends throughout most of our 
x economy, he pointed to the Citizens 
a HANDICAPS BUSINESS Commission on Utilization of Man- 
” The currently increasing amount of power in the Armed Services, which 
‘ 


routine work is resulting in a real fail- has the task of uncovering manpower 
ure by business to get people to waste in the services. 


“think,” according to Dr. Robert A. “In practically every department, 
Love, director of the City College business is facing the consequences of 
School of Business. nearly two decades of neglect in de- 


Although the swing back to a buy- veloping people for managerial and 
ers’ market has made people realize supervisory positions,” he said. “It 
again how dependent they are on men is becoming increasingly obvious in 
in the “thinking levels” of business, the whole field of distribution that for 
he said, it has also focused attention the competitive selling battle ahead, 
on the brcad waste of manpower in all we have not marshalled the ‘thinking’ 
levels because of inadequate planning, talent required to establish and ex- 
and poor direction of work. ploit the markets essential to us.” 


The difficulty in finding younger 
people who can assume responsibility 
and take initiative, Doctor Love add- 
ed, reflects years of ease in getting 
jobs, which have left their mark on 
a whole generation of workers. “So 


that now,” he continued, “something 
new must be added to encourage in- 
dividuals to take steps for their own 
advancement, and to provide the 
means for their personal growth.” 
The association of university even- 
ing colleges, of which Dr. Love was 
recently named _ executive-secretary, 
has been working with national busi- 
ness groups on the problem. A com- 
mittee, representing 91 institutions 
throughout the country, has already 


\ 


“Boss, you ought to see what Sloane's did for the office next door.” 


---8ee Sloane’s ... Furnishings for offices, 
reception rooms, banks, hotels, hospitals, ships, are expertly planned 
‘and space-engineered by specialists with Sloane’s “know-how”. 
Carpets, furniture, draperies, lamps, even pictures properly hung and 
lighted, are bought economically through Sloane’s mighty 
purchasing power. You pay no more, you just get more. It will pay you 
to discuss your plans—immediate or future—with Sloane’s. 


business furnishings department 
contract division 


“" S LOAN E 


FIFTH AVENUE AT 47TH ST. Plaza 5-5600 
NEW YORK 17, N. Y. 


over a century of furnishing 
America’s homes and offices 


ARCHITECTS AND BUILDERS INVITED 


. 


made “considerable headway” with 
programs for small business worked 
out in cooperation with the American 
Bankers Association, and has helped 
start courses in several fields. 


TOP FEDERAL EXECUTIVES 

| UNDERPAID BY BUSINESS 

| STANDARDS, ROSOW SAYS 

| The successful man in industry 
earns four times as much as the suc- 

| cessful government executive, Jerome 

M. Rosow, former director of the 
policy division of the Office of Salary 
Stabilization, reports in a recent jour- 
nal published by the American Man- 

| agement Association. 

Only 300 Federal officials, accord- 
ing to Rosow, earn more than $15,000 
a year, which is “almost an entrance 

| salary for executives in industry.” 

Data collected by the Securities and 

Exchange Commission show that in 

nine of the reporting industries with 

| the lowest salary levels the range of 
| average compensation for top corpo- 

rate executives (the three highest 
| paid executives of each company) is 
between $12,000 and $20,000. In the 
industries with high compensation 
patterns these averages range between 
$50,000 and $80,000 a year. Maximum 
annual salary for the highest paid 
federal executives, cabinet officers, is 
$25,000. 

On an overall basis, Mr. Rosow 
says, white-collar Federal salaries up 
to the $3,800 level are equal to or ex- 
ceed office salaries in industry. But, 
he declares, “as the levels of respon- 
sibility and knowledge increase, the 
gap between government and industry 
tends to widen rapidly.” As of June 
30, 1951, 85 percent of all federal ex- 
ecutives earning more than $10,000 a 
year were clustered under the $12,000 
level and less than 2 per cent received 
$16,000 or more annually. “With the 
exception of an elite handfui of cabi- 
net-level officers and presidential as- 
sistants, $1,000 a month is the limit 
of financial achievement for a govern- 
ment executive,” Mr. Rosow says. 

In addition to the marked differ- 
ences in direct compensation, the gov- 
ernment executive is far outclassed 
by the industrial executive in auxil- 
iary benefits and non-financial incent- 
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Save TIME and MONEY... eliminate ERRORS 


ee 
a2 
Vg *} 
e 0M . 
Ozalid copies of original worksh , 
alid copies of original worksheets, reports, 
drafts, i eeded inf i 
rafts, insure accuracy... speed n information! : 
its! 
Rn | 
Ae 3 ae \ \ 
2c Dake a | ‘ 
HOW TO SAVE HOURS AND DOLLARS Beka ‘| :: 
IN YOUR ACCOUNTING OPERATION! i 
| Stop re-typing original information. Use i ; ws 
e Ozalid copies of translucent worksheets and sane 8 , 
supporting schedules in lieu of re-typed reports. Va ‘ Soy 
Distribute them immediately! Ozalid copies a Ri, 4) 
are identical with the original —there’s no chance ‘wake i oe. 
for copying errors, no need to proofread. at P 
‘Soa ae 7 
ys Send information days earlier! Ozalid copies NA WE Ss x 
e can be made in seconds from reports at any stage a i 
of preparation. And management can act on ae 
last-minute facts! In addition, extra copies are always ef 
available from these easy-to-file originals. ~ 
3 Cut down clerical costs! When used regularly, o. 
e Ozalid copies cost less than 11 cents per 819”x11” ? Ae 
copy ... save hours of labor. Use Ozalid for your tax 1 
returns, trial balances, management and other inter-office ms mys 
reports. They'll be accurate, time saving, economical! ’ 


Write it once! In any department, avoid costly manual 
copying from one form onto another! 


Cut 


Costs...use. 


“From Research to Reality.” Ozalid in Canada— Hughes Owens Company, Montreal 
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PP 
The streamlined desk top — Send the coupon for full details, or call ri 
Ozamatic makes copies up to the Ozalid distributor listed in the classi- a 
16” wide for accounting reports, fied section of your phone book under 
invoices, purchase orders and Duplicating Equipment and Supplies. pit eRe 
other business forms from ordi- 
nary translucent originals. F ene, 

First copies are available in | man = — 4 
seconds, or up to 1,000 letter- GeneetD ie Ste 
size copies per hour at a cost of Johnson 8 Worn 
about 114é¢ each. = re 

Se os 
ty 
Sition 


Copying City... 


Johnson City, N.Y. A Division of General Aniline & Film Corp. 


ee ee ao |) ei 0 ae a a ; 
- F! = Bi Zi . ie aes a ogee _ a ee : = vie why ' * 5 
. a 2s Se an “3 ot a oa f 7 aes ‘i ec) = _ iene ¥ . a. 0 wz fe = al rh, F t * ae 
se ra > 
¥ a 
i by 
eee | 
ee. Rela 4 ew as ee oa r we pak 
ee 7 wee. ee ee SS 2 
re: — ’ 
? 2 
Co 
; — 
es RP i 
bey z i c= z | 
Soe Bis > 
, y = a ss ie J i 
»o 
se of a: eS 
- d a 9 See ae et P| 
a Ste, | 7 P 
re eck he sin, a - @ 
; wi E, FE B. aw l 1erese PPlication é~ | o 
i ® ~ Orde Accoy . Creates, re 
aS ey (= sf Har Ning sag 
‘ F idling a eyes 
' . ~ ' Ge Pe <e 
~~ Nex | F ; 
— a / 2% 
eee a Ler, 
ee ee | 2 oO 
i ae as 
+ ‘i 
. ; Oy : a ? ae ; = <a a er OS) (ee a a uae f= ea . hele vt ; ee ‘ .% “ 4 ¢ 
FT Bs 2 ; wer ' ee a4 = eS ole r Pichia # Suhr: ee ee : rs Ray BS cok . 3 4 , 4 
anha f pn %, c= a o. 3) tang « i . is ; y SA Coren ae. an ce ) ; ae E i 
ae. Bn Ws . ee i ae eee Gee ae Eo a i MM IRS RM ie Ye a =) ie i 


Eliminate 


& 


- with 
} \ SOUNDEX 
tA PARTITIONS 


. . . Absorb office noise—reduce 
visual distraction. PRIVATE offices 
quickly and easily installed — or 
rearranged — without interfering 
with air-conditioning, heating, or 


F lighting. 
i 


* LOW COST! © 100% SALVAGE! 


s fee e. 
TTT 


42" Sound Panel with 
24" clear glass. 


Payroll Savings!!! 
Department heads of a Philadelphia 
firm found: 
7% increased work efficiency. 
$437.50 saved on $6200.00 monthly 
payroll. 
Partitions at $1295.00 paid for in 
three months. 


Space Saving!!! 
President of a Detroit company found: 


Monthly rent reduced by $720.00 
through more efficient space use. ° SEVERAL PARTITION WIDTHS, 


Partitions at $4400.00 paid for in 
pier ia . © SELECTION OF FINISHES. 


See your office equipment dealer or write 
© ny aT me 


144 Federal Square Building 
Grand Rapids 2, Michigan 


Manufacturers of Economy Office Units and 8' Soundex Walls 


54" Sound Panel 
13" clear or blue-green plastic glass 


e OFFICES OF ANY SIZE, 
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ives, he said. A study of 1949-level 
pensions of top company executives 
showed that six out of ten would re- 
ceive an estimated $5,000 to $15,000 a 
year on retirement, another 18 per 
cent would receive between $15,000 
and $25,000, and only 13 per cent 
would receive less than $5,000 a year. 
By contrast, a Federal executive with 
25 years of service, of which 5 years 
were at a $12,000 salary, would re- 
ceive a pension of $4,500 a year. 

[Expense accounts and personal re- 
quisites for industrial executives further 
widen the gap. 

Specific provisions in the Federal 
executive pay structure criticized by 
Rosow include the following: 

1) Pay increases are given once 
every 18 months and are equivalent 
to 2.4 per cent at the $8,360 pay level. 

2) Pay ranges within executive 
grades are narrow. After six years 
of efficient service an executive in 
Grade 15 ($900 a month) advances 
$85 a month, an increase of 9 per 
cent. In those cases where industry 
uses formal salary plans or salary 
ranges for executives, the average 
pay spread from minimum to maxi- 
mum is about 35 per cent. 

3) A one-grade promotion in the 
executive grades is worth about $100 
a month. 

4) The six highest salary levels are 
cramped into a salary range of $8,360 
to $14,800. The career man who 
climbs all the way up the ladder accu- 
mulates a total salary increase about 
two thirds above his entrance salary 
i2 the executive class. 

5) Men appointed to high posts 
from industry must enter at modest 
salaries and are generally ineligible 
for any salary advancements. 


COFFEE BREAK INCREASES 
WORKERS’ EFFICIENCY 
DOCTOR REPORTS 


When your secretary knocks off at 
mid-morning and mid-afternoon for a 
cup of coffee, don’t get mad. Be glad. 
She’ll be able to work faster and long- 
er after the coffee break. 

So says Dr. Waldemar Schweish- 
eimer of Rye, N. Y., the latest to com- 
mentate on the already much-discussed 
subject of coffee breaks. He observes 
that the caffeine in the coffee makes 
fatigue disappear, permits one to feel 
relaxed and cheerful. 

Medical studies have proven these 
things to be so, the doctor says. In 
an article in Tea and Coffee Trade 
Journal, Dr. Schweisheimer reports 
these studies have shown that the caf- 
feine in coffee “increases in human 
beings the capacity for muscular work 
in rested persons as well as in the 
fatigued.” 

Furthermore, he reports, it accom- 
plishes what amphetamine, desoxy- 
ephedrine and other anti-fatigue drugs 
cannot: it increases the rate of recov- 
ery from exhaustion. 

What is more, Dr. Schweisheimer 
says the coffee break is also an anti- 
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Now you can have = _ s 

metal office shaird =z = he 
which are ——-— ’ 

warm to your touch A 

thanks to = Me 

an extraordinary — finish ! . 


Almost as warm and pleasant as your 
skin—that’s the way a metal chair feels 
when it’s finished in STURLON. This extra- 


STURLON is sprayed on and infra-red 


ordinary new finish (Sturgis is the only baked to a thickness about four times that aN, Ag 
maker of office chairs with the rights to of other finishes. This means that the : i 
use it) adds the final touch of comfort to STURLON finish will endure and continue 

the functionally ideal steel office chair. to protect the metal indefinitely. 

The remarkable “‘warmth”’ characteristic —— 

of STURLON is but one of several revolu- And that isn't all— 

tionary qualities. STURLON is unbelievably STURLON is non-conductive—makes ei 
resistant to wear normally resulting from steel chairs static-proof. . 


scuffing and repeated bangings of chair STURLON is non-corrosive—is unaffected 
against chair. Independent laboratory tests by moisture, salt air, humidity and 
show its resistance to abrasion to be 10 temperature changes. 

to 20 times greater than that of other finishes. 


e Sturgis STURLON-finished chairs, both 
executive and stenographic, are now being 

shown by your Sturgis dealer in three popu- 
lar colors: metallic gray, green and walnut. 


POSTURE CHAIRS £ 
i? 
THE STBRGIS POSTURE Sanmen COMPANY . STURGIS, MICHIGAH ox 
For complete { : a , e of your nearest dealers 
Write to The Sturgis Posture Chair Company er ales Office, 154 East Ene Street, Chicago 11, liknoe tha * 
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Keeping the sales curve up is. after all, the 
job always on top of the pile. Security CRESTLINE office furniture can 


help you do just that. Good looking offices put your best sales foot forward 


to your customers. Real office efficiency makes it possible for all your 


personnel to do a better job. Offices that they are proud of help you to hold 


your top-notch personnel. Security CRESTLINE gives you all of these 


plus the long life of steel. See for yourself how CRESTLINE fits into your plans 
by sending for a CRESTLINE Office-Plan-Rule and Parr 


the latest four color catalogue. A card or letter 


will bring you both .. . no obligation, of course. 


LJ 
gue pm 


@® oI 


OFFICE -PLAN- RULE 


Aco stH, fonmatet conroaran ._ 
bee 


FITSTSTSET 


SECURITY STEEL EQUIPMENT CORPORATION 
40 MIDDLESEX ROAD + AVENEL, NEW JERSEY 


10 


OF COURSE 
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dote for the irritability that develops 
in even the friendliest of offices and 
factories when work piles up. “A cup 
of coffee is drunk—and immediately a 
wave of well-being flows through the 
body. The fatigue—and_irritation— 
have disappeared,” he asserts. 

So don’t get upset, boss, when your 
secretary sends out for a cup of coffee. 
Ask her to get a cup for you. 


TWENTY THOUSAND ATTEND 
SOUTHERN CALIFORNIA 
ANNUAL BUSINESS SHOW 


Twenty attended 
the 6th Annual Southern California 
Business Show, held at the Biltmore 
Hotel, Los Angeles, March 24-27. 
Sponsored by the Los Angeles chapter 
of the National Association of Cost 
Accountants, the show was termed an 
unqualified success by officials. 

Theme for this year’s show was 
“We Foresee in °53,” and in keeping 
with the forward-looking theme, new 
types of electronic computing equip- 
ment were emphasized in the exhibits. 
A new electronic computer, manufac- 
tured by Computer Research Corp., 
was exhibited for the first time at the 
Los Angeles Show. 

Commenting on the growth of in- 
dustry in California evidenced by the 
show, Hugh L. Clary, president of the 
Clary Multiptier Corp., of San Gabriel, 
declared 

“It will continue to grow 
we have a favorable balance 
on brains and ability.” 

California business equipment man- 
facturers’ handicaps because 
transportation costs to Eastern mar- 
kets are offset, Mr. Clary said, “by 
the fact that more good men are com- 


thousand visitors 


because 
of trade 


of 


ing into than going out of California 
because of desirable living condi- 
tions.” 


INDUSTRY'S HELP SOUGHT 
IN FINDING JOBS FOR 
WORKERS PAST 60 
\ pioneer pilot project to obtain 
part-time positions for recipients of 
pensions, social security, and old-age 
assistance is being undertaken by the 
Federation Employment Service, 67 

W. 47 St., New York. 

\im of the program is to improve 
the economic status and psychological 
outiook of men and women 60 years 
and over by providing them with part- 
time jobs to supplement their income. 
Walter Miller, president of the 
agency, estimated that in New York 
approximately 250,000 men and wom- 
en 60 years and over are living on the 
income from pensions, social security, 
and old-age assistance. Mr. Miller 
said that the program an addition 
to the regular vocational services pro- 
vided by the FES, an affiliate of the 
Federation of Jewish Philanthropies 
ot New York. 

When announcing the program, Mr. 
Miller said that “success of the pro- 
gram depends upon industry’s coop- 
eration.” 


is 
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"“ SMalionals save us $48,000 a year!” 


—NATIONAL BISCUIT COMPANY, New York 


No matter what the size or type of your business, 
you will find that Nationals soon pay for them- 


“Through direct savings and increased efficiency, we save $48,000 
a year with our National Accounting Machines. This repays their 


cost every 19 months. 


“The task of completing large weekly payrolls within a limited period 
of time is no longer a problem. Work effort as well as time has been 
greatly reduced, much to the satisfaction of both management 


and office personnel. 


“Also, we are now using several 


hundred National Adding Machines 
that are saving us additional time, i S 


Comptroller 


money and effort.” 


selves out of the money they save. National's 
exclusive combination of time-and-money-saving 
features does up to 2/3 of the work automati- 
cally. Your nearby National representative—a 
systems analyst—will show how much you can 
save with National Accounting Machines and 
Adding Machines adapted to your needs. 


Walional 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OnIO 
OFFICE MANAGEMENT AND EQUIPMENT 
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The PEN 
ta FILLS 
ITSEL 


A new kind of desk pen— 
with the fountain in the base instead 


of the pen. Pen instantly fills 
itself every time you return 
it to the socket. 


A Finger grip never touches . 

, ink. No chance for ink te 

MS touch you. | 
4+ 


TO SELECT OR REPLACE — 
-+. HERE'S ALL YOU DO 


Ask your stotioner 
for a demonstration 


Only a few of the 
, more popular point 
styles shown 


DESK PEN SETS See | 
THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD., 92 FLEET ST., EAST; TORONTO, ONTARIO | 
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BOOKS AND PAMPHLETS 


OPERATING a small business is 
more difficult, proportionately, than 
managing a large one, according to the 
American Institute of Management, 
New York. Despite the outward sem- 
blance of simplicity, this organiza- 
tion points out, the smaller firm has 
more trouble obtaining funds and 
maintaining credit, and is not as well 
equipped to control expenditures. Ex- 
ecutive employees and rank-and-file 
personnel are more difficult for the 
little concern to find and hold, in the 
face of big-company competition. In 
addition, many small enterprises are 
kept from growing larger by their 
failure to adapt big-business methods, 
notably in such fields as research and 
development, cost accounting, depre- 
ciation, equipment policy and corpo- 
rate structure. 

In view of such conditions, the In- 
stitute observes in a special study en- 
titled Improvement of Small Business 
Management, the mere fact of survival 
is evidence of a considerable degree of 
business aptitude on the part of the 
proprietor. “But the problem of im- 
proving management still remains,” 
the report advises. “Failure to solve 
that problem need not necessarily 
threaten the existence of the com- 
pany, but it usually deters growth and 
prevents potentially excellent busi- 
nesses from becoming more reward- 
ing.” 

Defining the small business as one 
whose proprietor does all the hiring 
and firing, the A.I.M. study shows 
how the informal practices which are 
characteristic of such concerns tend 
to militate against expansion. 

“Because the small corporation is 
a more personal instrument,” it ob- 
serves, “there is a tendency for re- 
lationships within it to become 
blurred, because the senior employees 
are overshadowed by the top man. 
Lines of authority are not clearly per- 
ceived, and employees — particularly 
new employvees—tend to overburden 
the emplover with questions and re- 
ports not lying specifically within his 
direct function. Another problem is 
that origination of ideas is too fre- 
quently left to the boss alone or to 
his small executive group. This could 
be solved through line-and-staff or- 
ganization, which helps to generate 
fresh thinking, develops executive po- 
tentials and frees the proprietor from 
unnecessary and burdensome detail.” 

Many problems have a greater im- 
pact, proportionately, on small com- 
panies than on large, the manage- 
ment foundation’s report declares. 
“The smaller the company, the great- 
e1 its dependence on an adequate cash 
reserve,” the study notes. “Such firms 
are seldom heavily capitalized and 
are often pinched for funds, which 
creates a problem, especially during 
expansion of plant or business vol- 
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of, coffee $ 


Large stocks of steel, aluminum, and brass are available 
at Edgcomb. Always on hand, too, is an abundant supply 
of service, courtesy, and friendliness. Edgcomb manage- 
ment appreciates the power of satisfied customers, made 
possible through satisfied employees. 


The Coffee Cub is a valuable asset to any progressive 
company, large or small, with an appreciation of high 
employee morale. Each cup of delicious Kwik-Kafé 
Coffee served reaps profitable returns in the form of 
increased efficiency, greater production, reductions in 
accidents, absenteeism, and turnover. Plants and offices, 
throughout the nation, are proving that coffee is a tool 
that helps produce alert and friendly employees—the 
key to better products and service, more sales. 


Rudd-Melikian automatic coffee service is the modern 
way for your company to benefit by allowing employees 
to enjoy the “pick-up” of a good cup of coffee right on 
the job. 


PROFIT BY MODERN ON-THE-SPOT 


AUTOMATIC COFFEE SERVICE RUDD-MELIKIAN, INC 
= > a 


an Eliminate the mess and , y MANUFACTURER OF THE WORLDS MOST COMPLETE 
it i, 


waste of dangerous, HA LINE OF AUTOMATIC COFFEE DISPENSING EQUIPMENT 
old-fashioned methods. 
ep 


ta j 4 1949 NORTH HOWARD STREET 
e PHILADELPHIA 22, PA. 


Elimincte expensive, 
time-consuming _ inter- / - 
ruptions to production. . V4 SEND FOR FREE INFORMATIVE LITERATURE 


Poo oor 


Eliminate cost and in- / 
convenience of out-for- RUDD-MELIKIAN, Inc. 


coffee trips and de- ‘ht & 1949 North Howard Street 


Philadelphia 22, Pa. 
“mands on personnel. 


Please send me informative literature. 
[| Please hove your local R-M representative 
contact me for an appointment to make 
recommendations for R-M automatic coffee 
service to meet our requirements. 


Dept. OM 5 


Name 


Title 


Company 


Address 


City 
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BOOKS AND PAMPHLETS 


(Continued) 
ume. While many small companies 
enjoy suéficient credit to tide them 


over in bad periods, the fact remains 
that small firms have more difficulty 


obtaining funds, even though their 
money needs may be far less. 
“Despite its money situation, the 


average small company still tends to 
accumulate inventory, 


ob excess appar- 
Dis: ently in the belief that some insurance 
ah of essential supplies is thus secured. 
a 5 


No doubt it is, but at the cost of 
liquidity, which sterilizes too large a 
portion of the company’s already slen- 
der resources.” 

Small companies should devote more 


attention than they do to research and 
development, the study warns. “Even 
in the small enterprise,” it recom- 
mends, “at least two per cent of the 
annual gross revenues should go for 
research purposes. Assuming a 15 per 
cent rate of profit before taxes, two 
per cent of gross revenues spent on 
research and development would still 
leave an ample margin of earnings 
after taxes, and would lay the ground 
for an enlargement of earnings 
through product improvement and 
other development work. 

“There are many research problems 
which must be solved if the business 
is to grow, notably in such fields as 
marketing, purchasing, materials 
handling, production methods, pack- 
aging, customer wants, shipping and 
selling. All projects should be delin- 


WHEN YOU WANT THE BEST 


Here’s what this sign means 


It means that here is an authorized Neenah Dealer who 
handles the finest boxed typewriter papers in America. 


It means that when you use Neenah Typewriter Papers, you create 
the impression of quality. They have a luxurious writing and typing 
surface because they are tub-sized and loft-dried. All Neenah papers 
have snap and the crisp feel of new money because they contain 
from 25% to 100% new cotton fibers. 

And the Neenah sign means that the stationer sells other quality 
office supplies to the quality trade because discriminating buyers 
know and demand Neenah boxed typewriter papers. 


NEENAH BOXED 
TYPEWRITER PAPERS 


NEENAH PAPER COMPANY «* Neenah, Wisconsin 
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eated clearly, budgeted separately, fol- 
lowed through to completion, and re- 
ported on to the whole officer group. 
Even if there are only a few execu- 
tive officers, one of them should be 
responsible for planning and coordi- 
nating all research, and should super- 
vise them and keep track of costs. The 
value of each project is thus reduced 
to the ordinary business test of how 
much it costs and what it returns.” 
One of the most important seg- 
ments of small enterprise activity, the 
Institute observes, is sales. Unfortu- 
nately, its study shows, too many 
small companies expect their salesmen 
to bring in business without sufficient 
training. “A common fault is to hire 
a man, hand him a sample case and 
send him out calling,” the report de- 


clares. “Actually, every salesman 
should be trained in the company’s 
methods, know the company inside 


out, and understand its special merits 
and problems. Even the smallest 
firm should have a sales training pro- 
gram, and the sales executive should 
spend much of his time training.” 

When a small company fails, as 
many do each year, one or more of 
the following causes are probably to 
blame, according to the study: 1) lack 
of business experience on the part of 
the proprietor; 2) shortage of work- 
ing capital; 3) inability to collect re- 
ceivables; 4) extending too much cred- 
it, and 5) inability to meet competi- 
tion on a price-quality basis. 

Copies of the report are obtainable 
from the Institute at 125 E. 38th St., 
New York. 


BASED on the content of a course in 
business management taught in adult 
and evening extension classes in the 
New York City high schools, Small 
Business Management, a _ publication 
of the New York State Vocational 
and Practical Arts Association, covers 
the problems which are an inherent 
part of every small concern regard- 
less of the nature of the business. Pre- 
sented in a text-workbook format, it 
covers in detail such general aspects 
of business management as: Problems 
of business operation; basic business 
law; business forms and records; fi- 
nancial problems; location problems; 
ordering and inventory; layout; and 
improving a business. 

Priced at $2.75, the book, which has 
been prepared by the same teachers 
and supervisors responsible for devel- 
oping the basic course taught in the 
New York schools, may be ordered 
from Delmar Publishers, Orange 
Street and Broadway, Albany 7, N. Y. 


A DETAILED catalog describing by 
price, purpose, and __ specifications, 
various adjustable lighting fixtures it 
manufactures has recently been pub- 
lished by the Swivelier Company, 43 
—34th St., Brooklyn 32, N. Y. Over 
300 different products are listed in the 
catalog, including accessories and 
wiring devices, as well as the adjust- 
able fluorescent and_ incandescent 
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Is your office as pleasant as your home? 


€00D metal business 
furniture is @ 
600D investment 


©GF Co. 1953 


MODE-MAKER DESKS + GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 


May, 1953 


- YOU ARE an average business- 
man, you probably spend as much 
or more of your working hours in 
your office as in your home. Many 
such men live in beautiful homes, 
drive fine cars, and yet earn their 
living in dingy, drab offices. 


For less than the price of a good 
automobile, you can have a beauti- 
fully furnished and decorated office 
that will be a pleasure to work in and 
a source of pride to you for years 
to come. 


Such an office not only creates at- 
tractive working surroundings, but 
it favorably impresses clients and 
customers. They often judge a busi- 
ness solely on the impression they 
get from its offices. 


This is customer prestige, an intan- 


1902 


gible, but an important factor in the 
success of any business. 


Goodform aluminum chairs, individ- 
ually adjusted, Super-Filer, the mech- 
anized file, and Mode-Maker desks 
frequently pay for themselves in 
added customer and public prestige 
alone. Beyond that they pay further 
dividends to the user in better morale 
and greater efficiency resulting from 
pleasant working surroundings, and 
the use of good office tools. 


You can hardly hope to do today’s 
job with yesterday’s tools if you ex- 
pect to be in business tomorrow. 


Call your local GF distributor or 
write The General Fireproofing Com- 
pany, Dept.O-17, Youngstown 1, 
Ohio,and find out how GF metal 
business furniture will prove to be 
a good investment for you. 


1953 


Foremost in Metal Business Furniture 
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NOW! 


Responsible f 
| Purchases of Equi 


SUBSCRIBE TO OFFIC 


Evident in 
of Specialized Management 


Top Management Calibre 
Readers 
Editorials 


In the business field where many general consumer, business 
and giveaway magazines are distributed, the willingness to pay 
subscription fees for OFFICE MANAGEMENT is evidence 
of interest in its specialized management editorial contents. 


Interest in these specialized articles means that the reader of 
OFFICE MANAGEMENT is directly concerned with the 
management of office operations. It indicates an understanding 
of systema, personnel, equipment and supplies. It’s the one 
sure sign of authority and responsibility. 


M 
10,000 ToP MANAGE | 
or Systems, Services and 


pment and Supplies 


; 


ENT EXECUTIVES 


E MANAGEMENT 


Why Office Management's Paid Circula- 
tion Keeps Growing at a Dramatic Rate 


Office executives know there is no such thing as perfection in 
rountine and the use of systems. Office management is a 
science that continues to evolve towards increased efficiency. 
There’s no end to the search for further perfection. 


The editorial staff of OFFICE MANAGEMENT, cognizant of 
this fact, continue their research for new equpiment, systems, 
and policies that satisfy the needs of management executives. 
As the need continues, OFFICE MANAGEMENT will con- 
tinue to be the most important source for this vital information. 
That’s why its readership grows with the ever-increasing ranks 
of alert office executives. 


MANUFACTURERS: 


In the office field, executive titles and degrees of responsibility vary from firm 
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- 
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OFFICE MANAGEMENT AND EQUIPMENT 


to firm. Willingness to pay for the specialized editorial content in OFFICE 
MANAGEMENT is clear-cut evidence that the paid subscriber is the man you 
want to sell in his particular firm, and that OFFICE MANAGEMENT is the 
only sure medium through which to reach him. 


Through your advertising in OFFICE MANAGEMENT you sell the largest 
available A.B.C. Net Paid Circulation of management executives directly con- 
cerned with office management problems. 

“Net paid A.B.C. circulation guaranteed effective April 1953 issue 


OFFICE MANAGEMENT 


THE MAGAZINE FOR 
MANAGEMENT EXECUTIVES 
A Geyer Publication 
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BOOKS AND PAMPHLETS 
(Continued) 


lighting units in which the company 
specializes. Recessed and_ portable 
lighting units are also covered in the 
brochure, which can be obtained from 
the company. 


COMMON MISTAKES made by 
businessmen who purchase insurance 
are outlined in Ten Tales of Insur- 
ance Woe, published by the Michael 
Levy Company, Inc., New York City 
insurance brokers. 

According to the booklet, which is 
subtitled “A Mother Goose for Busy 
Executives,” the errors most often 
made in buying business insurance 
are: 

1. Purchasing policies in the mis- 
taken belief they afford protection 
which is actually non-existent. 

2. Buying inadequate amounts of 
insurance as compared to actual 
needs. 

3. Buying insurance against minor 
hazards, and overlooking potentially 
catastrophic dangers. 

4. Fai‘ure to adjust 
needs change. 

5. Failure to take 
contract changes and 
vations. 

6. Failure to be aware of the extent 
of coverage. 

7. Buying cheap insurance with in- 
adequate coverage. 

8. Dividing insurance 
among several brokers. 

9. Selecting the wrong 
special types of insurance. 

10. Buying indirect insurance. 

Copies of the booklet are available 
from Michael H. Levy, 1819 Broad- 
way, New York 23, N. Y. 


insurance as 


advantage of 
contract inno- 


purchases 


broker for 


A FOUR-PAGE brochure describing 
the new, low priced “Quaker Line” of 
Progressive steel suspension files in 
letter and legal widths recently intro- 
duced by the Peerless Steel Equip- 
ment Co., 6801 Rising Sun Ave., 
Philade!phia, is available from the 
company. 


STATISTICAL TYPING can be as 
easy as typing regular correspond- 
ence, according to a new folder pub- 
lished by International Business Ma- 
chines Corporation. Called Easy, Fast 
Statistical Typing, the folder describes 
IBM’s electric typewriter with deci- 
mal tabulation and how to use it in 
preparing statistical reports. 

The typewriter has nine additional 
touch tabular keys on the keyboard 
above the numeral row. By touching 
the proper key with a normal typing 
stroke the carriage moves automatic- 
ally to the exact digit position for typ- 
ing each amount, thereby eliminating 
all time consuming space bar opera- 
tions. In addition, this machine can 
be used for all regular typing duties. 

The folder emphasizes the fact that 
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Should a man take a 
business worry home with him? 


Probably not. But maybe you'd better 
think about this one tonight. Think 
about it hard. 


Think what a fix your company would 
be in if, tomorrow morning all your 
records were gone. Accounts receivable, 
tax, inventory records—everything. 


Don’t content yourself with the thought 
that this couldn't happen to you. That 
your records are in the safe. In a fire- 
proof building. And that, anyway, you've 
got fire insurance. 


It may jolt your composure, but remind 
yourself about reading somewhere that 
43 out of 100 firms that lose’ their 
records in a fire never reopen. It’s true. 


Remind yourself, too, that a fireproof 
building just walls-in and intensifies an 
office fire. That a safe without an Un- 
derwriters’ Laboratories, Inc. label can 
incinerate records. And remember that 
your insurance polic y says to collect 
fully you must “render proof-of-loss 
within 60 days” .. . virtually impossible 
without records. 


Don't take such a risk with your busi- 
ness future. Get the world’s most trusted 
protection against fire for your records 


—a Mosler “A” Label Record Safe. 


Consult classified telephone directory 
for name of your Mosler dealer, or 
mail coupon for free informative ma- 
terial, today! 


IF IT’S MOSLER .. .IT'S SAFE 


*% Mosler Safe 
osier varie °°2"./ 


World's Largest Builders of Safes and Bank Vaults 


The Mosler Safe Company, Dep't OM-5 


.———__—__——_+ 


FIRE 
DANGERater 


a 


] 
| 
| 


FIRM NAME 
ADDRESS... 


CITY ..... —————— 


OFFICE MANAGEMENT AND EQUIPMENT 


32nd Street and Fifth Ave., New York 1, N.Y 
Please send me (check one or both): 

Ilustrated catalog, describing the new series of Mosler Record Safes. 
(J Free Mosler Fire “DANGERater,” 


which will indicate my fire risk in 30 seconds. 
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BOOKS AND PAMPHLETS 
(Continued) 


a specially-trained typist is not needed 
to operate this electric model. It con- 
cludes with an enumeration of the 
preparatory steps for statistical typing 
functions. The free pamphlet is avail- 
able from the Department of Infor- 
mation, International Business Ma- 
chines Corporation, 590 Madison Ave- 
nue, New York, N. Y. 


AN INFORMATIVE folder afford- 
ing advice on business form design 
has been issued by Alfred Allen 
Watts Co. Inc., 216 William St., New 


) SAFETY 


Shere 
RESO 


OFFICE PARTITIONS 


with 


When your office partitions are built with Resolite, they're safer, 


York. Included in the folder are sam- 
ples of several Watts forms, plus a 
list of 15 “do’s” and 17 “don'ts” that 
make for “good form design and 
economy. 

On the positive, or “do” side, the 
author lists the following advice: Do 
place important references (numbers, 
dates, and so on) where they can be 
referred to best in binders and files. 
Do use abbreviations, codes, and 
“keys” to conserve space and typing, 
and improve speed. Do avoid excess 


form depth and unnecessary mailing 
folds. 

Among the points to be avoided 
when designing business forms, 
Watts includes these: Don’t crowd 


more colorful and require less maintenance than partitions of | 
wallboards or conventional glazing. | 


Resolite is translucent and shatterproof because it’s made of 
polyester resins reinforced with Fiberglas mat. Resolite just can’t 
shatter or break. And Resolite needs no surface treatment or re- 


finishing; easily wipes clean. 


Your architect or interior decorator can design beautiful settings 


of Resolite structural panels for your reception room, too, with 
special lighting effects when desired. | 


Resolite is made in both corrugated and flat sheets, easily installed, | 
employing suitable moldings or standard glazing methods. 


For complete information, 
samples, and name of your 
nearest distributor, write. 


printing and type in small horizontal 
spaces. Don’t place printing beside 
typing when it can be placed above; 
it forces “hop-skip-and-jump opera- 
tions with loss of speed.” Don’t place 
so many headings in a vertical ar- 
rangement that form is out of balance. 

The folder, titled Business Forms 
Sample Folder, is available to execu- 
tives at no cost. 


A Glossary of Terms Used in Meth- 
ods, Time Study, and Wage Incen- 
tives, just published by the Society 
for Advancement of Management, is 
designed to cut down previous wrang- 
ling, aimless discussion, and _hair- 
splitting interpretations. 

Ninety-three management leaders of 
the Society, working through its Re- 
search Division, are said to have spent 
four years compiling the 332 defini- 
tions that appaer in the Glossary. It 
represents “the best thinking and most 
practical fundamental guidance that 
has been brought to the areas of cost 
accounting, time study, wage planning 
and administration, arbitration, meth- 
engineering, sales planning, and 
personnel practices since the days of 
Frederick W. Taylor,” according to 
the society. 

Cast into an attractive 
format, the Glossary is as convenient 
to handle as it is informative. The 
Glossary is No. 104 of a series of pub- 


ods 


vest-pocket 


lications issued by the Society for Ad- 
vancement of Management, 411 Fifth 
Avenue, New York 16, N. Y. It is 


priced at $1.00 per copy. 


LAMSON CORP. has just published 
a new bulletin which describes the en- 
gineering features of the Lamson 
\irtube automatic switch system, and 
contains a detailed analysis of this 
pneumatic tube system for transport- 
ing messages, punch cards, or other 
small articles from one poimt to an- 
other. 

No central controls or panel boards 
are necessary with the automatic 
switch system, the booklet asserts, 
and no operator is necessary at a 
central relay point, since carriers may 
be sent from any point on the system 
directly to any other point. 

Bulletin A-101-52 is 
rectly from Lamson 
Syracuse 1, N. Y. 


available di- 
Corporation, 


A NEW 
tails on 


costs 


two-color bulletin 

how to reduce 
with Odorless  Staize-Clene 
paints is now available from Enter- 
prise Paint Manufacturing Co., Chic- 
ago, Il. 

Staize-Clene is to be 
ticularly for use by schools, factories, 
offices, hospitals, dairies, hotels and 
other places where reduction of main- 
tenance costs would be beneficial. The 
new product comes in 39 “eye-relief” 
colors. 

The bulletin may be procured at no 
cost by writing Department AW, En- 
terprise Paint Manufacturing Co., 2841 
So. Ashland Ave., Chicago, III. 


giving de- 
maintenance 


offered par- 
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We have a full line 
of proposal covers 
in Leatherette and 
other finishes. Em- 


bossed with or-with- @ 


out border and Title 
Plate, also available 
with Acetate win- 
dows in place of 
Title plate. 


Furnished in two 
styles with or with- 
out fasteners. 


Five different price 
lines for every cus- 
tomer requirement. 


NO. 10-18-52 


PRINTED IN U.S.A 


The especially designed built-in double tongue 
fasteners with metal eyeleted binding eliminates 
loose staples. This insures firm and neat com- 
pression. For sale by stationery stores everywhere. 


ma 
‘ 


i hace 


Bs P an ‘a i: a ae a aaa - a. - i. Ga lode a a6 
1] le ae BS fo bas ir ae al — . s roe : oe os. jeer: one is 
7 to - ec = ‘hy eee. - Ms Jina ce * 7" ek en = a a 8 p cle > Tia ea ae a B 
1 oy tic ; a 4 ; i. aS ae wen _e 2 Se F a 7S bt hd % 

mp Ee vet 
Ate Py At 
x Fry 4) 
‘as 
Beas. Wg 
a ae 
‘ ag ve > 
Ys | | hr 
S es 
) M : A . + ee Te eee fee 1, 
E : A ef ‘i *. ai. 
yada tf, % : 3 | » ae" 
¥ 4 oy 
5 a cS 
"Te ae a. EAD, Ae TQ gee : : ee 
fn. : : % x : : : ze 
h ; ’ ed ae Bt. 
j { , ai : yy re 
4 | a {gene 
; ; ; . . “4 Bes 2 ae 
A Se a ; | i 
. ; } t ’ : ? y pa ik 
A : j : 4 . Tae: 
, ; : 2 
: : : : 
j : : ; 7 i, 
’ . ¥ 7 ; : Pr e.. 
4 sy fe . 3 } PJ 
= Wk ; ee ; ; aigt 
8 Soy recy wens erent teew dle Mic tap emit iene ’ . r 
A 1 Ag r owe MA 22m oS meee Fi ae ee é : ? ae 
F ; » x) ¥ a ra : e if aa 
: ty 5 cM / ‘ : ‘ ; : Me iter 
.. j i. . 7, 4 : hy ¥ : : » he 
j2 oe . Ate, , ‘ 4 
‘ oh fae Ce a bie ay ied 7 \ ‘eee oF ed m 
- 7 i 7 rr g; 2 : .! : 
L #3 : a9 : ; : : ‘V' } - ve 
“a 4 } 4 - : ‘ 5 : ’ ay 
. $ fs - a 7 is : = 
. ean ase WAS , of : ey \ 
x i oF ae A é (92h ' : : ‘ Cache 
i | Py Ni qa) : t , $ % h ’ \ ‘ e245 
ya \ } ; : a 
, pF ' - 3 : , | es 
A iy eae AY VS 
, tees f 2 eae TA. Bes ae ; 
: | \* 3) ee : Be Ae EB ee eye 
, e P ‘ ..3 : | . 
Uy SO Ae: 6% Bin ..3 ; i, fe a 
os Pe! » ios he PI | ter , . 2 4 , aN 
ie, u : 3 fe . : 7 - 4 ; ; * 
% 4 ie ? = , [ - ¢ 
f = s., , 74 2 5% > = ; f 
Fr Py ee Nae 7 i : 
; re Bo: | 5 i : i 
~* ; u : ‘ * : .s 4 yy : ' : H . ‘ 
: j hi ‘ 3 ‘ J ; ci. 
N rial - to 2  % a - i: 3 ¥ u Ps ; : = 4 = 
ike ROSA Ln | 
2a § % r ‘ jl 
\ . wT 
| } AY 
\ f 2 
/ IN is 
\\4 —_ " : . 
4 ‘ aH 1 Boe 
| cB. Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA Lae 
| da 
es FOR SALE BY STATIONERY STORES EVERYWHERE pat 
Ss i ' 
| fe * 
* ie 
' : 7 7" 
Pe ~~ (Aaa _ cn ice Z a ger of Pr Sig a foe ‘ Po Be e. Ze 
, a a’ = Pe oe ee on el i eee ll 2 os SMe Bete 


et 


eavip YO"' office with this rimeso% 


“IT GROWS AS NEEDED” 


*ILLUSTRATED 

THE ALPHABET- 
ICAL WAY. READS 
LIKE A BOOK 


» YW LEFT TO RIGHT. 
SSS ‘ ““y J Van . 


~ 
—~ 


‘SMEAD’S 
TELL-I-VISION SYSTEMS 


FILES CORRESPONDENCE 5 WAYS 
1. ALPHABETICALLY 


NUMERICALLY 
GEOGRAPHICALLY 
CHRONOLOGICALLY 
OR BY SUBJECT 
Let us discuss your filing problems with you. 
™ Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 
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MANAGEMENT 
an Sujit 


EDITORIAL 


ASSEMBLY LINE FAILURE 


SINCE so large a part of office work is of assembly line character, it is surprising 
how slow the office is in applying the lesson the factory learned long ago—that 
efficiency in the performance of repetitive tasks depends on the employer's 
understanding of the part his performance plays in the complete job. 


When the ofhce manager complains, as he does so often nowadays, of restless- 
ness among younger employees and their lack of interest in their work, he 
could be admitting his ignorance of this principle vital to successful assembly 
line production. 


Most girls and boys setting out on an office career have their hearts set on 
a job with some glamour in it. When they find themselves assigned to some 
task of routine nature—and most of the routine tasks assigned to the young 
can be of a deadly dullness—it is natural for them to feel let down and to acquire 
perhaps a lasting distaste of office work. 


Even those ofhces which go to elaborate lengths in inducting young emplovees 
often fail to carry the orientation program through to cover thoroughly the 
work that is to be done. It is not enough to say: “Here is what vou have to do 
and this is the way we do it.” What and How must be supplemented by Why. 
It is unrealistic to expect the newcomers’ appetite for the Why to be very strong, 
but if they are not eager to know at least how their task fits into the tasks which 
immediately precede and follow it, then they do not belong in the office at all! 
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They're not a “cure-all” 


“OH, THE COMPANY is all right. I liked my job, 
and the people, and all that. The pay—well, it wasn't 
anything special, but I suppose it was fair.” 

As the young woman spoke, the personnel director 
nodded he understood. He made occasional notes. 

“No, what really forced me to resign were those aw- 
fully high fares. That commutation is terrible! The 
whole point is I can make the same salary closer to 
home, and end the week with a lot more money.” 

The personnel director was familiar with this em- 
ployee’s record. He knew that Miss Keith had done 
her job well, that her resignation would prove for a 
time a genuine loss to the filing section where she 
worked. He said he realized that commutors had spe 
cial problems, that the company realized it too. ‘They 
couldn't grant special traveling allowances, though 
“you can understand how unfair it would be to non- 
commuting workers.” He pointed out that on the 
basis of her good record she could expect a raise in 
three or four months. 

Miss Keith said her mind was made up. She simply 
wanted a job closer to home. 

Long experience told the personnel director that 
Miss Keith was “lost.” No amount of tact, diplomacy, 
cajolery, or anything else was likelv to keep her in the 
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EXIT INTERVIEWS CAN CUT DOWN EXITS 


By WALTER A. KLEINSCHROD 


OFFICE MANAGEMENT AND EQUIPMENT 


company. Her resignation would add one more tally 
to a turnover record that was already disturbingly 
high, disturbingly expensive. The most he could do, 
it seemed, was to discover the real cause of her desire 
to leave, and prevent it from causing others to resign 
too. 

He asked her opinion of the company’s manage- 
ment generally, of the training she had received, and 
the chances of advancement (as she saw them) that 
the company offered. Did she think her immediate 
supervisors were fair?) How about the cafeteria? Was 
the food good and worth the money? He asked these 
questions and others. 

Her replies for the most part were positive and 
brief, the kind one would expect from an employee 
reasonably satisfied with her job. ‘Iwo or three minor 
criticisms punctuated her answers, but they were prob 
ably justified. No, it would seem Miss Keith was one 
of the “non-controllables’’—one of those people who 
resign because of reasons beyond anyone's immediate 
influence. 

Though Miss Keith was “lost,” her parting remarks 
were not—despite their seemingly ordinary tenor. Her 
high commutation cost excuse was significantly similar 
to reasons advanced by other departing workers—espe- 
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cially workers who depended on the particular rail- 
road she did. Soon afterwards, because of this, the 
company instituted an extremely cautious policy in 
screening applicants from the particular area serviced 
by that railroad. As a result, one source of expensive, 
troublesome turnover was successfully removed. 

And Miss Keith’s opinions of general company mat- 
ters—while not as overtly revealing—added just that 
much knowledge to the fund the company had col- 
lected in its continuing attempt to know itself better, 
and more accurately appraise the job it is doing. 

‘This incident—a rather ordinary one, really—occurs 
(with proper variations) several hundred times each 
week among the growing number of firms that conduct 
exit interviews. Like most of them, this interview pro- 
duced of itself no major revisions of company policy. 
No large-scale shake-ups occurred among the “brass” 
because of Miss Keith’s replies; no hidden machina- 
tions of intracompany politics were uncovered, nor 
was any supervisor dismissed as the hitherto unsus- 
pected martinet who was the real cause of department- 
al inefhiciency and turnover. 

No, the exit interview is not a wonder-working cure- 
all that can suddenly overhaul a firm and banish deep- 
rooted, fundamental ills. /t is, however, one of some 
dozen-odd techniques available to management that 
can, in their totality, very decisively vitalize the per- 
sonnel relations of an organization, uncover the “bugs” 
that still clog its system, and reduce costly turnover. 

The exit interview must be considered one element 
of an integrated personnel program that includes test- 
ing, placement, job rotation, periodic promotions, and 
the other established techniques of modern adminis- 
tration. Though it is limited, its potency should never- 
theless not be underrated. It is, in a sense, the “anchor- 
element” in the chain of personnel policies that binds 
a well-run company together as a functioning entity. 
\s one personnel authority phrased it, “The exit in- 
_ one of the best checks management has 
to determine how its personnel policies are working.” 

Vick Chemical Co. of Greensboro, N. C., for ex- 
ample, relies on the interviews to achieve these six 
comprehensive objectives: 

“1) To check up and make any necessary changes 


terview Is... 
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Monotonous work 
and low pay—two 
of the most com- 
mon causes of 
resignations are 
considered by 
some as “eon- 
trollable factors” 


in our present methods of finding, interviewing, and 
pre-employment testing. 2) 
tion system, our methods of orientation, instruction, 
and other rules and regulations. 3) To improve ou 
employer-employee relations by keeping abreast of any 


lo improve our sugges- 


conditions or human relations that may make for 
friction, irritation, and so on. 4) To assist in our 
public relations policy by having any disgruntled 
emplove ‘get it off his chest,’ to make him see our side 
of the situation, or at least to feel more kindly toward 
the company in a case where he has been asked to 
resign. 5) To assist supervisors and chief clerks in 
their emplover-employee relations by bringing out 
mistakes we might make in handling employees. 6) To 
reduce turnover.” 

Fine objectives, undoubtedly. But exactly how does 
Vick attain them? For one thing, a personnel depart 
ment executive spends up to a full hour-and-a-hall 
with each departing worker in an effort to uncovel 
the real reasons behind her resignation. For another, 
the company requests her to fill out a questionnaire 
called Your Opinions Please, a voluminous check list 
covering fellow workers, management, training, super: 
vision, working conditions, wages, the wage-and-salary 
program, the cafeteria, the suggestion system, the com 
pany magazine, and “our standing in the community.” 

Just how successful has this program been? Com- 
mented R. S. B. Hopkins, a Vick executive: 


Our company has found the exit interview an excellent 
method of finding out where we can make improvements 


in anv of the fields covered in our questionnaire and in 
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our general relationships with our employees. We have 
been able to determine the areas in which the greatest 
improvement has been needed and we have taken steps 
wherever possible to rectify the situations. 

Perhaps the greatest single concrete example of an im 
provement brought about by our exit interviews has been 
in the field of recognition of merit for the individual 
Prior to this present calendar year we had no system for 
recognizing individual merit in our laboratory or office 
employees’ performance. This has been a major complaint 
by a large number of persons terminating. As a result, 
considerable study was given to the matter; our entire 
wage and salary program was reviewed, and finally we 
were able to come up with a system for rewarding individ 
ual employees for outstanding performance over and 
above the immediate requirements of their jobs. 

In another specific case, we were able to determine from 
the exit interview how supervision had fallen down in not 
keeping an employee informed about her own work and 
about her status on the job. 


Similar to the Vick system, but not as extensive, is 
the exit interview program of Consolidated Edison 
Co. of New York, a public utility with some 28,000 
employees, of whom 8,000 work in offices. While no 
questionnaire is directly put before the outgoing em- 
ployee, she is queried orally about her wages, working 
conditions, type of job, supervisory treatment, and the 
treatment from the company generally. The interview 
—given just prior to payment on the final day—can 
also cover items such as the company savings and loan 
plan, and personal, group, and unemployment insur- 
ance. If the emplovee has secured another position, 
she is asked to reveal her new company, position, and 
salary. 

According to Irene Baker, placement bureau man- 
ager for Con Ed, her company finds the exit interview 


Ree 


“not only desirable personnel department procedure 
but a necessity upon the institution of certain Federal 
wage and hour regulation laws, the State Anti-Discrim- 
ination Act, the establishment of a union, with its 
grievance procedures, and so on. 

“We also fully realize,” Miss Baker adds, “that the 
exit interview has the effect of causing our supervisors 
to be extremely careful in the handling of cases which 
result in termination.” 

General Foods Corp., to cite another example, has 
used these interviews as a continuing “appraisal of 
employee relations, which can sometimes bring to 
light the full facts when dismissal or resignation cases 
are complex.” As practiced at the firm’s headquarters 
office in New York, the interview is conducted orally, 
with the personnel official generally following the 
questioning structure outlined on a fairly detailed 
one-page form. 

There is surely no one right way to conduct these 
interviews. Techniques and approaches naturally vary 
with the needs, purposes, and attitudes of individual 
organizations, and with the number and quality of 
the personnel department members who will conduct 
them. 

One large insurance company, for example, feels 
that a “short note,” written in the employee's own 
words on her own paper, plus a brief talk, is sufficient 
to suit its purposes. Another not only employs exten- 
sive questionnaires and lengthy interviews, but at- 
tempts “follow-ups” months after dismissal by sending 
subsequent question sheets to ex-workers’ homes. 

Equitable Life Assurance Society feels the interviews 
are more useful when conducted by the employee's 
immediate supervisor—a kind of decentralized “next- 

(To page 76) 


Dissatisfaction with employee’s immediate superior is often 
a significant cause of resignations 
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Each cooperating dealer is supplied with a “Model Office Center” . . . 


OFFICE PLANNING SERVICE 
LAUNCHED NATIONALLY 


AS PART of a major promotion campaign lor wood 
ofhce furniture, the Wood Office Furniture Institute 
has launched “COPS” — Certified Office Planning 
Service—which permits office furniture buyers to plan 
complete coordinated office layouts with dealers par- 
ticipating in the service. 


Described as the “most comprehensive plan for 
package selling ever offered to the ofhce furniture 
dealer,” the COPS program includes a complete 
scheme of wall colors, fabrics, floor coverings, and 
upholstery coordinated with wood furniture finishes, 
for the guidance of the buver. 


Particularly interesting to office executives will be 
the Model Ofhce Center which is being supplied to 
every dealer cooperating in the program. A complete 
planning unit for the dealer's floor, the Office Center 
has a large scale planning board, on which the pros- 
pecuve buyer can “try out” various office layouts 
through the use of magnetized office furniture and 
partition templates. 

\lso incorporated in the Ofhce Center are display 
racks, wall color samples, rug samples, and fabric 
samples. A “Planning Corner” in the center permits 
the buver to visualize color combinations as they 
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...+ and a seale model kit 


would actually appear in his office, using the wall 
color samples as “walls”, the carpet samples as the 
“floor”, the wood samples as the “furniture’’. 

For even more detailed planning between customer 
and dealer, “COPS” is also furnishing retailers with 
a model kit of 275 one-quarter inch scale models of 
ofhce furniture. All dealers subscribing to the service 
also receive an electric projector for color slide show- 
ings in the customer's office, and an acetate visualizer 
to demonstrate color combinations. 

In addition, dealers will be helped to give more in- 
dividualized design services to buyers through an 
operating manual, for which loose leaf supplements 
will be supplied monthly by the service. 
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Three principal steps of 
job evaluation are: 


@ finding factors that affect 
performance of the job 


@ measuring the relative value 
of each factor 


@ converting values into dollars 
and cents 


Title of Position 
Department 


Date 


Please read all the questions before making any answer; then answer each one as 
briefly as possible, consistent with complete information, 


Description of Duties 
1, What is the general nature of your work? 
2. What duties do you personally perform in the usual course of your work? (Tell 
from where you receive your wark, what you do with it and where you send it, In 
answering this question discuss your daily routine.) 
3. What duties do you perform only at stated periods, such as weekly, monthly, etce? 
Le What occasional duties do you perform at irregular intervals? 


5S. How many employees do you supervise? (List job names and number of people in 
each job.) 


6. To whom are you directly responsible? 


7. What, if any, instructions do you receive as to how the work is to be done and 
from whom are they received? 


Performance of Duties 


@ 
. 


In your opinion, what is the lowest grade of eram-ar school, high school or 
college education required of a person employed in your present work? 


If any special courses aside from regular school work are needed in order to 
perform your duties satisfactorily, name them 


10, What type of past experience is necessary in order to learn to perform the 
duties of your position? Name the time required to secure it, 


ll, Having the above education and experience, either here or elsewhere, what 
would you have yet to learn and how long would it take yo to obtain suffi- 
cient practice to do your present work properly. 


What, in your opinian, is the most difficult part of your work and why is it 
difficult? 


Roughly, what proportions of your time are spent in: Standing per cent; 
sitting per cent; moving about per cent; other per cent? 


It’s a standard procedure in the plant, but — 


OFFICES NEED JOB EVALUATION TOO 


By EDWARD WAYGREN 


Exhibit I. First page of questionnaire 


Vice president, McDonald Bros., Inc., Management Engineers 


JOB EVALUATION is not new—it has long been 
accepted as a practical technique for determining 
wage payment—but its application to office jobs, par- 
ticularly in the medium-sized office, has lagged far 
behind its use in the plant. It is difficult to savy why 
this is so, but it goes without saying that if job evalu- 
ation in plants is sound, then it should be used in 
offices for the same reasons: 

1. The relative worth of each job is established in 
a practical, scientific manner. 

2. A balanced wage structure is set up which elim- 
inates the inequalities that creep into unscientific 
wage scales bit by bit. 

3. The wage structure is so fortified by data that 
it can be successfully defended on a factual basis. 

j. Grievances, often just, due to unfair wage dif- 
ferentials are eliminated. 

5. Individual personalities and prejudices do not 
enter into the setting of job rates, thus removing a 
constant cause of complaint on the employee's part. 

The variability of ofhce work is much greater than 
that of factory jobs, especially in a medium-sized 
othce where duties and responsibilities of jobs often 
overlap one another. In such an office each individ- 
ual is often charged with functions dependent on his 
own characteristics and abilities instead of being as- 
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New York 


signed to perform the duties of a specified job. For 
this reason, it is often necessary to examine the work 
of nearly every individual in the office and then de- 
velop a description of the work he is actually doing. 
It is not always possible to rely on occupational titles, 
because often jobs with the same title may vary in 
job content. By the same token, the job descriptions 
will not necessarily correspond exactly to jobs of like 
name in other companies, and this should be taken 
into consideration when comparisons are made. 

The two major types of job evaluation plans are: 
the point system; and the factor comparison method. 
The fact that both types of plans—as well as varia- 
tions of them—are in use can be taken as an indica- 
tion that there are relative advantages and disadvan- 
tages in each. This discussion will be concerned only 
with the point system. The task of applying job 
evaluation can be expressed in three principal steps: 

1. Determine the factors that affect performance of 
the job. This requires an accurate description of 
each job, broken down into its essential elements. 
The number and kind of factors used are dependent 
upon the needs of the particular office. Simplicity 
and ease of understanding are essential. 

2. Measure the relative value of each of these fac- 
tors, reducing them to comparable terms. This is 
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What machines or other equi pment do you personally operate regularly? 
only oecasimally? 


What 


15, Roughly, what proportion of your time is spent in operating each machine 
you use? 


16. What, if any, are the physical requirements for the proper performance of 
your duties? (Strength, height, dexterity, etc.) 


17. Flease list any other requirements not covered above and any personal quali- 
fications and characteristics which you believe your position requires, 


Responsibi lit; 
18, What is your responsibility for money, securities or other valuables? 


19, What is the nature and extent of your responsibility for the employees 
under your supervision? 


20, Give the nature and extent of any responsibility you may have other than 
for men or money. 


What personal dealings with customers do you have in performing the duties 
of your position? State the nature of your business with the customers, 


22. Roughly, what proportion of your time is spent in dealing with oust comers? 
Forking Conditions 
What are your usual working hours? 


What are the disagreeable features of your work? 


Describe any special features of your #ork not covered above, 


Nam 


Exhibit I. Second page of questionnaire 


done by using a “point” as the basic unit of measure, 
a certain number of points being assigned to each 
factor or subfactor. 

3. Convert the values thus established into dollars 
and cents. One of the more common techniques is 
the “scatter chart” analysis method. The point values 
of each job are plotted against the actual rates paid 
for the jobs. A characteristic compensation curve is 
established variations from this curve reveal the ex- 
tent of over- or under-payment. Either may be a 
source of emplovee dissatisfaction. 

So much for principles. The rest of this article will 
describe exactly how these principles were applied to 
the ofhce operations of a medium-sized metalworking 
plant in the mid-west. In this ofhce, as in’ many 
others, all ofhce positions readily broke down into 
three major classes: (a) low-rate routine jobs; (b) in- 
termediate rate semi-routine or lower-rank executive 
jobs; (c) high-rate top executive jobs; plus a fourth 
group of (d) production foremen, which partook of 
the nature of both factory and office jobs. 

In order to get a description of each of the jobs in 
these groups, the questionnaire shown as Exhibit | 
was given to each employee. It was thought that the 
individual employees could give a clearer and more 
detailed description in answering such a question- 
naire by taking sufficient time with proper concentra- 
tion than would be possible through a personal in- 
terview. This personal interview might fluster some 
of those interviewed, resulting in incorrect or partial 
information. In addition, a considerable saving in 
time was effected. 

The results of the questionnaire were considered 
satisfactory. After review, approximately gs percent 
of the information obtained had been unchanged. In 
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a | 
FOR OFFICE EMPLOYEES 2 
Dept Neo. 34 
a ees 
DEPARTMENT i OCCUPATION 
Paymaster 
Pay Roll DICTIONARY CODE Ne 1-26.01 


PRIMARY FUNCTION 


Makes up hourly pay roll; distributes pay in cash to employees who 


come to office window ; checks labor distribution tickets; supervises pay roll 


clerks and timekeepers. 


SECONDARY FUNCTION 
akes up reports of deductions, etc. 


RESPONSIBILITY é somaya tl | | | @ | Ty 4S 
7 | Semen [| | | 
| s| Meta! and Visual Demand | s } 10 | | 20 
APPLICATION : roms Sie | | ~~ rs 
Working Conditions 20 


RATE RANGE 
Described & Rated By 


me $262.50 = £300.00 


Exhibit Il. Job Evaluation Sheet based on questionnaire 


some five percent of the factors, a different picture 
was obtained of the scope of certain jobs as a result 
of further questioning of the supervisor and some 
duties and responsibilities were clarified. 

The inclusion of foremen and executives in the 
othce evaluation led to the adoption of five degrees 
for each factor and a series of attributes or subfac- 
tors intended to reflect the conditions and require- 
ments of office and supervisory jobs. The attributes 
selected and the point value assigned for each are 
listed below: 


Points Assigned 
for Each Degree 


Attributes 
Factor No. or Subfactors '@2 2c 4 8 
kill 1 Education 15 30 45 60 75 
2 Training 20 40 60 80 100 
3 Initiative and Ingenuity 15 30 45 60 75 
4 Personal Requirements 5 10 15 20 25 


Responsibility 5 Financial Responsibility 5 10 15 20 25 
6 Accuracy of Work 15 30 45 60 75 
7 Supervisory Responsibility 10 20 30 40 50 


Application 8 MentalandVisualDemand 5 10 15 20 25 
9 Physical Demand 5 10 15 20 25 
Job Conditions 10 Working Conditions 5 10 15 20 25 


The ten job subfactors or attributes and the five 
degrees of each are defined as follows: 

Education: This tactor defines the amount of ba- 
sic educational training required to understand sat 
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isfactorily the elements of work to be performed. The 
five degrees into which it is divided are as follows: 

1. Eighth grade education. Knowledge of simple 
arithmetic, accuracy in checking. posting and count- 
ing. 

2. Two years’ high school or commercial school, 
knowledge of decimals, fractions, or some special 
training in typing, bookkeeping or filing. 

3. High school graduate or four years’ combined 
high school and commercial school work, including 
complete courses in shorthand and typing or book- 
keeping, including ability to draw off a trial balance. 

}. College graduate, knowledge of cost accounting, 
statistics or drafting, time study and manufacturing 
methods. 

5. Two years’ technical or graduate school, broad 
knowledge of a general technical field, or accounting 
and finance and business administration. 

Training: Training is the time required by an 
individual with the specified education to attain pro- 
ficiency in his work. Training is divided in five de- 
erees as follows: 

1. Up to and including three months’ experience. 

2. Three months’ to one year’s experience. 

3. One year to two years’ experience. 

j. Iwo years’ to four years’ experience. 

5. Four years’ to eight years’ experience. 

Initiative and Ingenuity: Initiative and ingenuity 
are the requirements which call for the ability to ex- 
ercise judgment and to perform the work effectively 
and independently. 


1. Ability to follow simple instructions, routine 
duties requiring little individual judgment. The work 
is done under immediate supervision or involves 
little choice as to method of performance. 

2. Ability to follow detailed instructions involving 
the application of clearly prescribed standards in 
routine work and use of some judgment. 

g. Ability to correct own mistakes and improve 
job. Semi-routine duties where special procedure 
must be adapted to simple problems. Must plan own 
work to insure prompt performance. 

4. Requires high degree of ability to plan work 
where only a general course of action is indicated. 
Requires the use of individual initiative and judg- 
ment. 

5. Requires outstanding ability to think clearly 
and accurately on independent work where new stan- 
dards and methods must be developed to meet new 
conditions. Requires general knowledge of com- 
pany’s policies and procedures, and high degree of 
individual initiative and judgment. 

Personal Requtrements: Personal requirements 
evaluate the scope of relationship between an indi- 
vidual and his immediate associates, superiors, and 
persons in other departments or outside his company. 

1. Little or no contacts except with immediate as- 
sociates and own supervisor. 

2. Contacts with other persons within the depart- 
ment on routine matters, or occasional contacts with 
other departments furnishing or obtaining informa- 
tion only. (To page 81) 


Exhibit III. Chart prepared after Job Evaluation Sheets axis represents pay per month, horizontal axis represents 
had been completed for every position in office. Vertical job rating points. “Line of average relationship” is com- 
puted from symbols representing jobs by these standards. 
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1.B.M. DISPLAYS 
LATEST ‘‘BRAIN’’ 


THE FIRST production model of International Bus- 
iness Machines’ newest and most powerful electronic 
computer, the “7o1,” was recently demonstrated in 
New York. Twenty-five times as fast as IBM’s prev- 
ious “electronic brain’, the Selective Sequence Elec- 
tronic Calculator, the 701, is less than a quarter the 
size of its predecessor. 

The first computer of comparable capacity to be 
produced in quantity, the 7o1, or Electronic Data 
Processing Machine will be used at this time mainly 
in government agencies and defense industries, on 
atomic energy, weapon effectiveness, aerodynamic, and 
guided missile problems. However, one major com- 
pany already plans to use the new calculator to sim- 
plity the assembly and interpretation of production 
cost data from several plants. 

Although the first vear’s entire production of the 
calculators has already been allocated, the unit on 
display in New York will be kept there at IBM head- 
quarters for use in solving individual problems on a 
rental basis. Rental rates are $300 an hour, but IBM 
ofhcials point out that the new “brain” can solve 
problems in a few minutes that it would take a mathe- 
matician working with a desk calculator seven vears 
to solve. 

The new computer can do problems involving par 
tial differential equations, ordinary differential equa 
tions, integral equations, matrices, and combinatorial 
analyses. 

The 7o1 has eleven connected units, three of which 
are “memory” or storage devices—cathode ray tubes. 
magnetic drums, and magnetic tapes. The tubes have 
a storage capactiy of 20,480 digits; the drums, 81.920 
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Thomas J. Watson, IBM board chairman, starts a problem 
as Dr. Cuthbert Hurd, IBM science director, watches 


digits; the tapes, 8,000,000 digits. Since fresh tapes can 
readily be substituted for those “filled” with digits, 
magnetic tape storage of numbers is virtually un- 
limited. 

A typical problem is handled by the calculator in 
this fashion: 

All pertinent numbers, representing both the digits 
to be processed and instructions as to the procedure 
to be followed (various mathematical processes are 
coded on the control panel) are fed into the com- 
puter and automatically transmitted to the Electro- 
static Storage Unit. When the machine has the data 
necessary to solve the problem, it begins computing. 
This is done by arithmetic and control circuits in the 
machine's Analytical Control Unit, which take num- 
bers from the Electrostatic Storage Units according 
to instructions and perform whatever combination of 
arithmetic operations is necessary. 

By means of the instructions provided the machine 
before it begins operations, the control circuits will 
make decisions as to the steps required to complete 
solution of the problem without intervention by the 
operator. 
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Brussels “home office,” 


HOW DOES a major European business operate: 
Are there many points of difference between proced- 
ures there and in an American office? 

Contrary though it may be to many Americans’ 
visualization of ancient and outmoded practices, the 
main offices of major Continental concerns follow 
the same efficient practices and employ many of the 
same machines as modern American offices. A case 
in point is La Royale Belge, a major Belgian insur- 
ance group, which has its headquarters in Brussels, 
and which is celebrating this year its hundredth an- 
niversary. 

The Home Office of La Royale Belge is housed in 


gu) po ice 


dassurance sur la vie 


AS THEY DO IT IN BELGIUM- 


Machine accounting department, La Royale Belge 


i A TOTAL SO 


es 


a 
RE I nce 


Tae ARRAS: NORRIE MIO Ry i SHE a 


La Royale Belge. The entrance hall is handsome, but still businesslike . . . 


a conventional European building which would ap- 
pear old-fashioned to many American eyes. But the 
actual office operations within the building, although 
carried on in high-ceilinged rooms with casement win- 
dows, Corinthian pillars, and elaborate moldings, fol- 
low very much the same procedures used in major 
American insurance firms. La Royale Belge bought 
its first electric machines in 1925—a calculator and 
an accounting machine; they have evolved today into 
a completely equipped machine accounting room 
stocked with IBM equipment. Conveyor systems 
move mail from floor to floor, and the office person- 
nel rides elevators controlled by photo-electric cells. 


jl atvem 
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. +. in contrast with luxurious Chateau Fond’Roy, the employees’ recreation center 


From the esthetic standpoint, too, the European 
office compares well with an American concern. The 
handsome, wood-panelled conference room for the 
Council of Administration could take its place beside 
America’s handsomest board room. Especially distinc- 
tive touches in the meeting room are the graceful 
chandeliers and the magnificent tapestry. 


Latest in the company's constantly expanding pro- 
gram of benefits for its 800 employees was the ac- 
quisition in 1948 of Chateau Fond’Roy. A 11-acre 
country estate a few miles from the center of Brussels, 
Fond’Roy with its parkland, its tennis courts, its res- 
taurant and recreation rooms, has become a palatial 
country club for workers and their families. 


PAPER TELLS 


YOUR STORY 


By CHARLES LIBBEY 
Head, Office Methods Staff, Tennessee Valley Authority 


WHILE permanence emphasizes time and durability 
use, the same qualities in the record papers are likely 
to have both results. And more often than not both 
qualities are required for the same record. Durable 
means “able to endure, lasting, enduring” and _ per- 
manence is a synonym. Again quoting from “The 
Technical Status of Permanence and Durability of 
Paper,” “Durability is the degree to which a paper 
retains its original qualities under continual usage.” 
In other words, will it stand up and take the punish- 
ment? 

Durability in form stock is based on the strength of 
fibre to resist wear and tear during current handling. 
Like its synonym, permanence, this property cannot 
always be revealed by the snap and resilience of the 
paper sample but lies deeply hidden in the paper 
content. Bonds, ledgers, and bristols, which carry the 
majority of office records, are subject to continual 
handling in posting, transmittal, and reference, and 
not only does this normal wear attack the paper but 
also the acid action of human fingers tends to break 
down the durability at the same time. A card record 
or a loose-leaf ledger which gets old before its time 
has probably more than twenty-five times as much 
money in employee labor invested in it as is invested 
in the paper stock itself. Records that will be handled 
1,000 times or more require a high grade stock quite 
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as much as any demands of longevity. Toughness, 
flexibility, and quality are more important than thick- 
ness, and it is the strength of the fibres you cannot 
see which must carry the burden. 

Fibres in paper stock running in the same general 
direction produce a grain. This can be distinguished 
sometimes by tearing and feeling the fibres. If the 
sample is large enough you will find that it will stand 
up more rigidly with the grain running up and down. 
For another test, tear out a small square of paper, 
wet it, and it will quickly curl with the grain. Fit it 
back into the corner again and you will know the 
direction of the grain. 

Grain in ledgers and thin bristols is important 
when the record is posted repeatedly in a machine. 
The grain should run up and down, in opposite di- 
rection to the machine roll, so as to resist the tenden- 
cy to curl. If care is not exercised in this specification 
you will find that your ledgers or stock records will 
curl and slump in the posting tray. 

Other characteristics for the purpose of the selec- 
tion may be judged by the paper sample itself. The 
paper must have a good working surface for the job, 
uniform smoothness, a minimum of glare, possibly 
off-white in color, ability to take erasures and ink 
eradicators, adaptability to reproduction processes or 

(To page 33) 


OFFICE MANAGEMENT AND EQUIPMENT 


et 


iy (ee 
coe 


ett 


¥ 


it Nae i Ei a Ji fee o. bie ‘ i 724 i Te, at Pee eo. a Ny OSes Ci Si % POL 
z reg ie ie . * 7 4 ars | ala 3 a: 7 gies: aA oa. Tue a > Wa fa eae ee 
F core Le me. ae ne ht) See, : ger “4 D.. aae “a oe a igh a 
a See : : bg a. ae em 5) , $ 7 22 eee erie Me, , 3 eh ag ° a 
: tim ‘ i ji . ; .-2 : fee geal acta mh ive ‘ vail 
‘ Y 
ee x a okt te 
. oN ; % - i * 
eae z ' se —_— 3 -. _ a . ; 
ae 4 : allies tae t bad i a! ie . Ih ib a : * 
ae . Se a ee a ee 
- rr Joh “at os ie oS Ce ae: Y ce 4 4 ae 
ie ify — "ht 2 Sie = — ae f 4 -- ee Pe . a - - 
oe ae. == 5 7 
geet Sr Aaa. PA; ' eee a ~ J ie h 
) th ie . * ae FS Be 
‘: 7 — a <n et - : ,. 
aa Ul elCU 3 a ae Saga ~~ s ,. 4 
—) & ‘ ee = a + : _ fa Ss, ‘a ot ys wo 
of a ee: ae 5 ao i a © . i a ; —— P - 4 
OS SS } * al ty neil a aay 
: de Bee oo ache Kamae Ha . / 4? a % # P ' ; ha 
ee \ Bien ew, * ae ' Cale 2al 7 Da , ane el . 
oe see Aa ey, , . L 4 ee 4) we} 8 “i fs ne - & hen 
my ie. : ea rei Oar b eA at » 3 bs Hae pe aS sof ee- a ‘Ape a : 
e TONS wnt i c . Ch q a a sp ¢ A A he Fe 
ee pe bog _ or ~ neg ‘ oT i w a ae bs a ba fy - 
a, ae ae ‘ t mete ip . # Pay hae" 3 Pi nk a 4 My, ? 
is a So tt a £ ET rae. ae Bae. 4 
be See * (a ght is aR Ay ee ae F fa 
+ @ is | ae oe cn, ae iar’ 
. ae ee fey 
Steer of Jno ee ar : er. wee Ai Sep ? Bs 4 7-4 
‘ ee Were ck: oe oS A 7 , + te Te ae 2 a oe laa My by ~ Ae oe hy se) 
: ae gee © + a <a ; : — E Pak ee 5 2 P oi See me 
bg SRA P * " Ke Mie 
fi ré : ney 
*) 

S 4 
ay A 
ene Fad 
“ae 9 

a, 
me 
he 
% oy P 
Ee 
ep 

, ok 
— 

i Me 
ws 
mah 
‘% 

x 
yes 
tk 

} * € 

er “hy 

’ 

mae 
eR, 

By 

' 5 

. ae 

est 

\ ey 
79 ee D> 

“i aA ? 

} eae bi 
ee 
ks 
Pa 
pret. 

tlageeey 
eae 
ey 

‘ ee 
SF og 
Tongs 
hae 

* 
ae 
fk Wl Pe: 
ae. 
{ 
mid ae 
ne 3 
f \. 
‘I 7 
ee tG 
fan 
7 ps 2, 
a ee 31 ieee 

’ Ties 
Pot bali 
i A 

$e) a : ry aay 
= 4 : ae es ages 1 iar 7 a Ly Eee is, Lai i L 7z R ” F Sh i ‘i 7. ¥ - a : i i a : ens s ee 
a e et x y e) cz J a: ae i wie > a q =% 3 a) aes | + aN oe b ae fi 7 

} 4 Ann * ae reas Cae a a ; “2 te i i: 4 2 4 Pio ¥ hae: 

| ae pt ety a 5 —_" af ss bo oe ks) eee os ei — a Re lay i a, z ae he 


NOMA INTERNATIONAL 
CONFERENCE OPENS 
MAY 24 


WITH “Dynamic Leadership for Better Manage- 
ment’’ as his theme, Harold F. Smiddy, vice president 
of the General Electric Co., will act as keynote speak- 
er at the first general session of the National Office 
Management Association's 34th International Conter- 
ence, to be held in Boston May 24-27, at the Hotel 
Statler. 

Overall theme for the entire conference is described 
as: “keeping up-to-date in office management, look- 
ing ahead and developing human resources at the 
management level.” 

NOMA’s “All-Purpose” Business Show, which will 
run through May 28, will be held simultaneously in 
Mechanics’ Hall in Boston. 


Three-day Boston conference Other speakers who will explore various aspects of 


the theme at the first general technical sessions of the 


and show will stress: conference, on May 25, are Dr. Douglas McGregor, 


) 

president, Antioch College, Yellow Springs, O., who 
: will discuss “Executive Development”; Dr. George W. 
@ executive development Taylor, professor of industry, University of Pitts- 
burgh, who will speak on “Manpower Management 
» ¢ Cg rile y - 5 or ‘Tre i cM. F 
7 manpower management hos Rank inet Fe womens and Feoserich Ml Rob 
erts, chief organization analyst, Atlantic Refining Co., 
Pittsburgh, who will talk on “Organization Plan- 

@ methods program ning.” 
May 26 will also be devoted to general technical 


organization sessions. The two morning meetings will cover “The 


Boston’s Back Bay and Esplanade 
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Frederick M. Roberts 


Dr. Norman Vincent Peale 


R. L. Lueas 


Control Function of the Office’ and “The Ofhce— 
Our Business Home’, with R. L. Lucas, treasury 
manager, Shell Oil Co., Houston, and Harold C. Pen- 
icke, management counsel of Greenwich, Conn., as 
the respective speakers. 

During the afternoon of the 26th, “New Develop- 
ments in Office Mechanization” will be discussed by 
Ray R. Eppert, executive vice president, Burroughs 
Adding Machine Co., Detroit. 

On the final day of the conference, the morning 
will be devoted to a panel discussion, “How to Or- 
ganize an Office Methods Program.” Panel speakers 
will include Charles O. Libbey, head of the Office 
Methods Staff, Tennessee Valley Authority, Chat- 
tanooga, Tenn.; N. O. Courvillon, head of the Print- 
ing Standards Dept., Esso Standard Oil Co., Baton 
Rouge, La.; and James Greenwood, assistant secre- 
tary, Personnel Department, Massachusetts Mutual 
Life Insurance Co., Springfield, Mass. 


Council at the Statler, followed by the Chapter Presi- 
dents’ Dinner. At the dinner, which will feature en- 
tertainment and a floor show, all retiring leaders ol 
the 139 NOMA chapters will be honored. 

A tea for NOMA wives and guests will also be held 
on Sunday afternoon. 

Phe annual banquet, which will be followed this 
vear by dancing, will be held on ‘Tuesday evening, 
May 26. Dr. Norman Vincent Peale, minister of the 
Marble Collegiate Church, New York, and editor ol 
“Guideposts”, will be the banquet speaker. 

The highest awards of the National Ofhce Manage- 
ment Association will be made at the conference ban- 
quet to Harry J. Volk of the Prudential Insurance 
Co. of America, Los Angeles, and Hugh A. Wichert, 
of Packard Motor Car Co., Detroit. 

Mr. Volk will receive the Fellowship Award, pre- 
sented annually in recognition of “outstanding 
achievement on the part of an executive who has 
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The International Conference will open on Sun- 
day, May 24, with a meeting of the Chapter Officers’ 


EXHIBITORS: 


Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

Art Metal Construction Co. 
Bankers Box Co. 

Charles Bruning Co. 

Burroughs Adding Machine Co. 
Chart-Pak, Inc. 

Clary Multiplier Corp. 

Clemco Desk Mfg. Co. 


Columbia Ribbon & Carbon Mfg. Co. 


Commercial Controls Corp. 
Corry-Jamestown Mfg. Corp. 
Ralph C. Coxhead Corp. 
Cramer Posture Chair Co., Inc. 
Cummins Chicago Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Domore Chair Co. 
Doten-Dunton Desk Co. 
Thomas A. Edison, Inc. 

Elliott Addressing Machine Co. 
The Esterbrook Pen Co. 
Executone, Inc. 


Friden Calculating Machine Co. 
General Fireproofing Co. 

Geyer Publications 

The Globe-Wernicke Co. 

Gray Mfg. Co. 

The Haloid Co. 

Hamilton Mfg. Corp. 

High Point Bending & Chair Co. 
Hoosier Desk Co. 

Imperial Desk Co. 

Indiana Chair Co. 

Indiana Desk Co. 

International Business Machines Corp. 
Invincible Metal Furniture Co. 
Jasper Chair Co. 

Jasper Desk Co. 

Jasper Office Furniture Co. 
Jasper Seating Co. 

Johnson Chair Co. 

The Leopold Co. 

Marchant Calculators, Inc. 
Master Addresser Co. 

The McBee Co. 

Metal Office Furniture Co. 


Monroe Calculating Machine Co., Inc. 


The Mosler Safe Co. 
Myrtle Desk Co. 
National Blank Book Co. 
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risen through the ranks of ofhce management to 


(To page 38) 


National Cash Register Co. 
National Litho Forms Co. 
Office Publications Co. 
Olivetti Corp. of America 


Ozalid Divn., General Aniline & Film Corp. 


Peirce Wire Recorder Corp. 
Pitney-Bowes, Inc. 

Recordak Corp. 

Remington Rand Inc. 

Rite-Line Corp. 

Robotyper Corp. 

Rockwell-Barnes Co. 

Royal Typewriter Co. Inc. 

Security Steel Equipment Corp. 
Shaw-Walker Co. 

The Sikes Co., Inc. 

Simplex Time Recorder Co. 

The SoundScriber Corp. 

The Standard Register Co. 
TelAutograph Corp. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co., Inc. 

The Todd Co., Inc. 

Underwood Corp. 

Victor Adding Machine Co. 
Wheeldex Manufacturing Co., Inc. 
Wood Office Furniture Institute 
Yawman and Erbe Mfg. Co. 
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ON A FRIDAY afternoon a few months ago, six 
hundred office employees closed up shop as usual in 
their building in St. Louis. Monday morning, again 
as usual, they reported back to their desks—but the 
desks were now in a brand-new building in suburban 
Clayton, the new home office of the Brown Shoe Com- 
pany. 

During the fifty-six hours between Friday after- 
noon and Monday morning, all the office equipment 
and supplies—from paper clips to giant safes—were 
transported by a fleet of moving vans from the old 
othce to the new. A small army of workmen, follow- 
ing meticulously detailed plans, installed every desk, 
every filing cabinet, every machine in its assigned 
place as soon as the trucks delivered it. On Monday 


Mural, floating staircases dramatize entrance area 


saapete hill 


SHOE GOES SUBURBAN 


morning the Brown Shoe Company was ready tor 
business as usual. 

Although his own work station was familiar to 
every employee on Monday, he found that everything 
else had changed. The new building followed the 
suburban office pattern in its low horizontal struc- 
ture. From the front it appeared to be only two 
stories high, although there was actually a “third” 
story which was partly underground. Because of the 
slope of the land on which the building is construc- 
ted, the third story is completely underground at the 
front of the building; the visitor going through the 
front entrance is actually on the second floor of the 
building. It is only at the rear and sides of the build- 
ing that the first floor is visible. 

If the emplovee drove to work, he found a land- 
scaped parking lot in which to leave his car. As he 
entered the building, he found automatic elevators 
that could be operated with or without an attend- 
ant. The air in his office was cleaned by electrostatic 
filters, and circulated through a specialized air con- 

(To page 8q) 


A window service unit next to Sales Office 
helps Brown dealers plan displays 


ie 
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General office view 
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Board Room is prepared for a meeting 


Top floor auditorium is used for meetings, as a recreation center, and as a lunchroom 
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Increasingly serious ts the question— 


WHAT CAN BE DONE ABOUT TARDINESS? 


By BERNARD MINTZ 
Personnel Consultant and Lecturer, City College (New York) School of Business and Civic Administration 


IN MY many vears of experience as a conference 
leader in supervisory training programs I have found 
that the problem in discipline most common to office 
supervisors in both large and small offices is that of 
the tardy employee. The habitual latecomer creates 
human relations problems that tax the ingenuity of 
our finest supervisors. 

Perhaps all supervisors can benefit from the exper- 
iences of a recent group. These supervisors were 
asked to submit their problems for group discussion 
and solution. Here are a couple of typical cases, some 
typical questions asked by the supervisor submitting 
the case and some of our group reactions. 

One supervisor said, “One of my employees is al- 
ways five or ten minutes late. After careful checking 
I have learned that she has very definite family re- 
sponsibilities each morning. Her father is a widower 
who leaves for his job very early in the morning. Two 
youngsters of school age must be sent off before the 
girl herself is ready to leave for her job.” 

This supervisor posed the following questions: (1) 
Should I insist that the girl be on time anyway? (2) 
Should I explain to the other employees in the de- 
partment the reason for this girl’s lateness? (3) Should 
I do nothing about it? 

In the ensuing group discussion question 3 was 
quickly answered by an almost unanimous “No.” 
The group felt that to do nothing and permit the 
lateness to continue would be injurious to depart- 
ment morale. The second question was answered in 
the same way with some dissenting opinions. Many 
of the dissenters felt that this would be a practical 
solution in that it would solve the problem of the 
tardy employee and have no bad effect on group 
morale because of the “fair treatment” considerations 
involved. We debated the proposal of a schedule 
change; i.e., changing a g to 5 schedule to g:15, to 
5:15 or even shortening the lunch hour. ‘These pro- 
posals were not found satisfactory on the grounds 
that they permitted an opening wedge in time sched- 
ules which could quickly snowball. 


CAUSES MUST BE REMOVED 

General agreement was reached on the proposal 
that the cause of the tardiness must be removed be- 
fore a constructive solution could be determined. 
The employee's schedule of home activities must be 
reviewed by her supervisor with the aim of proving 
that better time arrangements and perhaps better 
planning could make it possible for the employee to 
arrive on time. A female supervisor finds this type 
of interview much easier to handle than would a 
male supervisor. The female supervisor is frequently 
in a position to suggest short-cuts in home routines 
which she has found practical in her own experience. 


Another supervisor said, “Lateness has been a 
problem which I have been able to check generally 
after discussing the causes, loss of time, effect on the 
employee’s record and arriving at possible solutions. 
However, one particular clerk whose work and co- 
operation are above average has been late over 6o 
times in the past year. This clerk has been spoken 
to and reprimanded several times. Just recently I 
informed her that her annual increase, due now, was 
being deferred because of her continued lateness. 
The girl gives no logical excuse for her tardiness ex- 
cept carelessness and admits it is her problem.” 


EMPLOYEE MORALE AFFECTED 

The question put by the supervisor was: “I feel 
that this girl's continued lateness has begun to effect 
unit morale. I would like to take more severe action 
but in view of the difficulty in securing competent 
replacements at this time I hesitate. What does the 
group suggest?” 

It was generally agreed that a lateness record of 
these proportions called for more severe action long 
before the emplovee had accumulated 60 absences. 
The group suggested that the emplovee be placed on 
a one-month probation period and told that any 
excess lateness would result in dismissal. 

Another interesting point which arose in the dis- 
cussion of the previous case was that of “the better 
than average to excellent” worker who rationalized 
lateness on the basis of superfor accomplishment 
while on the job. Here again the group felt that it 
was extremely important to have such an employee 
understand how the good work is vitiated by the ef- 
fect of the disciplinary breach on group morale. The 
group also felt that it was easier to plug the gap 
created by the loss of one superior employee than 
to rebuild shattered staff morale. 

Lateness is characteristic of many people. It is a 
human frailty which can be curbed by sound super- 
visors or be permitted to overflow the dam of com- 
pany policy and regulation by poor supervisors. 
However, even the good supervisor needs to have the 
backing of realistic company policy in handling his 
problem cases. Standards must be company-wide and 
uniformly administered. Differences in departmental] 
interpretation of company policy make tor greater 
difficulty in administration. 

With the aid, then, of sound company policy uni- 
formly administered the supervisor can accomplish 
the rest by following these simpie rules: (1) Em- 
phasize the “team” nature of your staff, (2) Empha- 
sive the fact that punctuality is a prime essential to 
good teamwork, (3) Apply company policy uniformly 
and fairly, (4) Have work prepared for everyone 
prior to arrival, and (5) Set a good example yourself. 


36 OFFICE MANAGEMENT AND EQUIPMENT May, 1953 


Set ae : oy s ae oe | SS 0 ee! Ue a es ‘> Seetioee ie. eee 
la. - _ pai i 3 ae a so ie 2 ae” ee ie ones Pec. de ae we See a po Es 
is , - et a * 4% i . aa ‘ . ta ave ee 75 : er yt ek eee toe a i 
a 7 ' ; é oo wees 
eh 5 ee ; 
ea 
ee ; 
a, i 
=a / 
7 a1 f 
ee 
Ete j 
rae : 
‘ia : 
ne ish : | 
ae os ee 
et akon 
he ae 
apes 
Se 
a: 
i: | 
eae sh | 
a | 
ee: | 
Jae | 
a Rees -, 
pag ai 
ees 
ae) een © 
__ ae 
a - 
Ke ig 
eae ag 
PRE ay i - 
Bi Pry ie 
ee - 
Baul! : 
tig 
Pl 
Og 
439 ; 
bes 
go oe 
} D f 
Prat ete ss 
os 
eee 
5 ol 
heist 
BAe se 
Z in ae 
‘i 
Sat WS 
rs, SENS 
ry | Ris 
* ape 
oe Palle 
ms eas F 
"i Pa piar 
Be te in 
Sl ae 
2 ae 
ot 
til ead 
2 ae ie, 
Bay | id 
iL) 
i Phy: $y 
bari 
i ? eee 
rats . 
oe 
eo 
eas 
ae 
ae 
Pe ie 
; eed 
aa, 
. sa 
a oe 
er ee 
ae ke 4 
pay an 
a. 
Ly: a 
" an 
im be 
Ra ody i: 
re ae q 
Sates: 
ea ae 
i) a 
it "glam 
a 
a 
ie 
ae j 
3 eee 
a) ae 
ae 
ee 
Boe, 
ae 
a 
‘a 7 
} 4 Ate 
Bi gs, 
pape 
Bye te 
Pe 7 fe 
et A/S 
ine 
‘ce rey 
Pa 
: eee 
“: Pe 
aa a4 
Pais, t 3 
oo 
i Bes 2 ; 
> | eae bis ss ak. = ema 2h a : | Ma ae at aoe ae! eee 
ng a: oe wa sie Re “ & 4 . & _ { a : r j 
F i) eee Ome = ee es) oe si E ee f 


N. J 


L 


TEXCE 


INDUSTRIAL TAPE CORPORATION, NEW BRUNSWICK, 


the “‘tops in tape’”’ 
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Paper Tells Your Story 


(Fram page $1) 


typing, and opacity to avoid show-through. Pape 
which will represent the company in public relations 
should) have an emphasis on quality appearance. 
‘Thickness of paper in letterheads, for instance, has 
the tendency to give one a sense of high quality. 

We have become glare-conscious in the office today. 
The higher levels of illumination, while giving us a 
greater quantity of light, have also raised the possi- 
bility of misplaced light or glare. We have become 
more sensitive to wall coloring, light fixtures, color of 
desk tops and of office machines, more aware of the 
contrasts between white paper and dark backgrounds 
in their effect on the eves. Quite as important as the 
eflect of these work conditions on employee comfort 
is the expanse of paper on which the employee works. 
For this reason paper surlaces on bonds, ledgers and 
bristolsy should have lower finish and nonglare prop- 
erties. 

Permanence and durability are associated in the 
ofhce mind with rag stock. Phere is good reason tor 
this thinking, and vet the term rag stock is something 
of a generality too, 

Rags that go into processing of paper come trom a 
variety of sources, from new cotton trimmings of a 
textile mill to the soiled old scraps from the rag bags 
of the world. ‘Thes rags are carefully graded and 
chemically treated to make rag pulp. 

Purity of fibre and care in processing is the basis 
of permanence and durability in paper. In the history 
o! paper making it is interesting to learn that when 
rag papers were first an innovation, advocates of 
parchment were very doubtlul. In the last century, 
paper making from rag pulp has been greatly im- 
proved, and yet vou should use the highest grades lor 
absolute permanence. Paper stock has been standard- 
ived in 100, 75. 50. and 25 per cent rag content, and 
the rest is high-grade chemical wood pulp. 


WOOD FIBRE USED FOR PULP 


Wood fibre as a source lor pulp entered the story of 
paper more than a century ago. At first the wood 
was ground up fine, and mechanically ground wood 
fibres are now used for cheaper papers such as news- 
print. All the impurities of the wood went also into 
the paper and undermined its resistance. Spruce, fir, 
balsam. and hemlock chips treated with a sulphite 
process, while invented in the middle of the last 
century, became an increasing factor in record papers 
by the end of it. Sulphite and sulphate processes re- 
moved injurious elements and emphasized relative 
strength and durability with economy. 

However, with the indiscriminate use of wood pulp, 
librarians began to show concern for the deteriora- 
tion in paper. Old books and documents on rag 
stock papers have lasted through the years and so give 
reason tor confidence. Sulphite stock, as somewhat of 
a newcomer, still has a questionable reputation with 
the archivist. 

However, cellulose fibre is the basis of all paper, 
and almost any vegetable material can be potential 
paper. Spruce fibres, which are long, flexible, and 
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strong, are the best of all woods, and they possess a 
high percentage of cellulose. Sulphite stock trom this 
source is now carefully manulactured with a view to 
a high degree of permanence and durability. Advo- 
cates have reported sulphite paper in excellent con- 
dition after thirty years of ordinary use requirements. 
When it is considered that responsible records ofhcers 
olten claim that in general only ten per cent of all 
records are permanent, one can with confidence select 
grades of sulphite stock to carry by far the major 
share of records. 

While the lunctional characteristics of forms are 
rightly emphasized and dramatized in modern forms 
coordination, the buyer should not forget the physical 
characteristics ay well. Paper stocks are also a part 
ol the one best lorm. Work simplification may bring 
about greater economies over the long hard pull, but 
there are immediate and obvious profits trom the 
proper selection of paper. These savings, too, can be 
cumulative and are readily understood and simple 
to compute. In these days when every meeting on 
ofhce management is framed about the thought of 
cost reduction, every office manager should look to the 
paper stocks which carry his forms. Phe first step in 
the primer is to be paper conscious. 


NOMA Conference— 


(From page $3) 


position of high company or community respensibili- 
ty.” He is vice president in charge of Western Opera- 
tions for Prudential. 

Mr. Wichert, manager of Operating Services on the 
stall of James J. Nance, Packard president, will re- 
ceive NOMAA’s Lethngwell Medal. The medal, a gift 
of the association's three-time president, W. H. Lel- 
fingwell, is awarded periodically to an ofhce executive 
“who has made outstanding technical contributions 
to the profession of office management.” 

The conterence will close tollowing the annual 
luncheon on Wednesday, May 27. 

Additional social events have been planned tor 
wives and guests attending the conference who do not 
plan to be present at the general technical sessions. 
A tour of Lexington and Concord, Harvard Univers- 
itv, M. 1. T.. and the Aggasiz Muscum of glass flowers 
will be held tor their benefit on Monday, and a 
luncheon and tour of Salem, Marblehead, and 
Swampscott on “Tuesday. 

A total of 1,800 registrants is expected for the con- 
ference, while local visitors from Boston business 
firms are expected to put the attendance figure at the 
business show over 30,000. 

More than 8o leading ofhce equipment manutac- 
turers had reserved space for exhibits of hundreds of 
their products at the business show by the beginning 
of April. Although entirely new, specialized machines 
and equipment recently made available will be em- 
phasized at the show, it will also include many con- 
ventional, general purpose products used in’ smaller 
othces, according to NOMA officials. The exposition 
will be open every alternoon and evening the confer- 
ence is in session, and will remain open one day fol- 
lowing the close of the conlerence. 
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The Associated Business Publications presented : & 
awards on April 7 in its 1953 Contest for Adver- A cg 
tising in Merchandising Papers. The award giving - “ 
ceremony, held at the Hotel Roosevelt, New York, ms 
was sponsored this year by the Sales Executives 
Club of New York. Advertising managers and 
agency people responsible for some of the prize 
winning campaigns are included with others in the 
photos below. 
Many advertisers honored are advertisers in the 
Geyer publications. 
nae. 
From the left: W.R. McCulley, Thomas Nelson & Sons; 
J. Elliott, Jr.. BBD&O (New York); James A. Marcus, 
Aldon Rug Mills; C. L. DuBuisson, Hicks & Greist, Inc.; is. Ay 
Ronald W. Bolton, Blue Bell, Inc.; Joan Giles, N. W. % Me 
Ayer & Son, Inc.; L. E. Williams, Retailing Daily; oe 
John W. Little, II, Wellington Sears Co.; William sey 
Bartel, Ellington & Co. . % 


From the left: W. A. Perry, IL, J. Walter Thompson 
Co.; Robert O'Hara, Joseph Bancroft & Sons; Jobn WOT) tat 
Gilbert Craig, John G. Craig Advertising, Inc.; Damon ; 
Carter, H. B. Humphrey, Alley & Richards, Inc.; Sol 
Sackel, Bolta Products Sales, Inc.; H. C. Hahn, Elee- 
trical Merchandising: W. J. MeGlynn, E. I. du Pont 403 4 
de Nemours & Co., Inc.; H. A. Ericson, BBD&O (New Fae aid. 
York); J. K. Miller, Libbey Glass. 


~ Ain 
ie 4 
ef 
From the left: Frances Gerety, N. W. Ayer & Son, Inc.;: 
Roger Heiple, Miller Brewing Co.; Edgar Hinkle, Mathis- 


son & Asso.; P. E. Fenton, Scovill Mfg. Co.; Thomas B. 

Haire, Haire Publishing Co.; John E. Grimm, Young & 

Rubicam, Inc.; Henry Bean, BBD&O (New York); R. E. 

Cassatt, Fedders -Quigan Corp.; W. A. Hart, Jr. 
(BBD&O, Buffalo). 


From the left: Earl B. Mix, Lily-Tulip Cup Corp.;: ae. 
George J. Leroy. Al Paul Lefton Co.; D. J. Keefe, Amer- ay 
ican Radiator & Standard Sanitary Corp.: J. H. Dowd. bo 
BBD&O (New York): H. C. Hahn, Electrical Merchan- ; 
dising; Charles W. Rice. Jr.. American Viscose Corp.; ee 
Bruce F. Roberts, Hirshon-Garfield, Inc.; George R. “i we 
Ashbey, Nicholson File Co.; Edward R. Lutz, N. W. ae 
Ayer & Son, Ine. : eS 

ig 

ay 


From the left: C. V. Skoog, Jr.. Hicks & Greist, Inc.; 
Thomas B. Haire, Haire Publishing Co.; Robert M. 


Stevens, Servel, Inc.; William Cashman, Landers, Frary Fas 
& Clark; Gilbert Goold, Goold & Tierney. Inc.; Thomas ‘ ee 
Murray, Warwick & Legler, Ine.; Mrs. Herbert Baker. ro as 
Herbert Baker Advertising, Inc.; Herbert Baker, Herbert = ENE 

Baker Advertising. Inc. i ited 
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A CERTIFICATE of management excellence for 1953 is award- 
ed by the American Institute of Management to Philip Morris 
& Co. Lid., New York. Here, Emil V. Hegyi of AIM (left) 
congratulates O. Parker McComas, president of the winning 
firm. The Philip Morris offices were chosen “Office of the 
Year” in the under-500-employee class in our 1950 Awards. 


ARMY OFFICIALS at Aberdeen Prov- 
ing Ground, Md., approved and accept- 
ed this Elecom-100 computor after it 
had successfully completed 60 hours of 
grueling non-stop tests. The unit, said 
to be the first low-cost “robot brain” 
electronic computor available commer- 
cially for general use, is a product of 
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BURGLARS, frustrated in their second attempt to crack 
open a safe at an A & P supermarket in Wheeling, W. Va., 
chalked the realistic comment “To Tough” on the squat, 
unyielding Mosler. Here, Arthur Foster, store manager, points 
happily to the interloper’s misspelled but nonetheless caustic 
comment on the armor-clad chest which defied both attempts. 


* 


Underwood Corp. New York. In the 
Army tests, the machine made 4.212.000 
computations without a single mistake 
in the first 42 hours of operation, Thi- 
is the first time a commercially built 
electronic computer has been used by 
Aberdeen, the first time such exhaustive 
tests have been made there. it was said. 
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A FLUID which will neutral- 
ize smears, fingerprints, or 
ink smudges on offset plates, 
to prevent their reproduc- 
tion on the material being 
printed, has recently been 
developed by the American 
Stencil Mfg. Co., 2714 Wal- 
nut St.. Denver, Colorado. 


DESIGNED to eliminate waste motion and speed the writing of receipts. 
Receipt-Rite, made by Reynolds and Reynolds Co., 800 Germantown 5St., Day- 
ton, O., combines three operations in one. As the customer's receipt is 
written, the duplicate receipt and cash receipts summary are posted auto- 
matically. Check back for error can be eliminated, the manufacturer points 
out, since all entries are recorded simultaneously at the same initial writing. 
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MACHINE to calculate interest without the need of 
interest tables, or factor charts, is produced by 
the Rol-a-Factor Division, Forster Mfg. Co. 1425 
McLean Blvd., Wichita, Kan. Said to have been used 
in Bureau of Internal Revenue tests, and proved 100 
per cent accurate, the Rol-a-Factor gives a_ final 
correct answer to interest problems regardless of 
the period of time involved or the interest rates, 
and also indicates the elapsed days between dates. 
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PROTECTION against finger or 
hand injury in open door jambs is 
given by Stan-Guard, a new product 
of Magic Door Division, Stanley 
Works, New Britain, Conn. A flexi- 
ble plastic stripping fastened to the 
door and door frame, Stan-Guard 
“walls off” the open door jamb with- 
out interfering with door’s operation. 


A NEW LINE of “B” and “C” label safes were 
introduced recently by the Mosler Safe Co., 
Hamilton, O. The newly designed safes feature 
the “Counter-Spy” dial with numbers on the 
edge rather than the face. horizontal handles 
and detachable skirts. “200° model is shown. 
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A TAX COMPUTER which automatically indicates withhold- 
ing tax, social security payments, local taxes, and other dedue- 
tions is featured on this new payroll and distribution machine 
introduced by National Cash Register Co., Main & K_ Sts., 
Dayton, O. The unit can handle 50 labor distribution totals. 


DINOSAURS for a desk? Apparently so. This pen set, mar- 
keted by Abbeon Supply Co., 179-15 Jamaica Ave., Jamaica, 
N. Y., is adorned with a replica of the meanest of all pre- 
historic monsters—tyrannosaurus rex. Cast in solid metal, it 
is finished in royal bronze. Other dinosaurs available, at $6 
each, include pterodactyl, triceratops, mosasaur, dimetrodon. 
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IS MR. FINCH in or out? Questions like this can be quick- 
ly and conveniently answered with the aid of a Contro/all 
in-out register such as the one seen above. Made by Christie 
Sales Co., 1298 Winston Rd., Cleveland, the double-faced units 
indicate the time person who is out may be expected to return. 


DIRECTORS’ ROOMS need not be a prohibitive extravagance, 
according to Carlton-Surry, Inc., 11 Commerce Avenue, 5.W., 
Grand Rapids, Mich., which, working in conjunction with Lon 
Dutcher, A.I.D., decorator consultant for the Suniland Furn- 
iture Co., of Houston, Texas, furnished the room shown above 
in such a way that it could be used for other purposes besides 
directors’ meetings. “Top-echelon” selling is one of the sug- 
gested uses for all similar multiple-purpose rooms, in which 
Carlton-Surry designers are specializing. According to the 
company, this new theory for directors’ rooms takes them out 
of the “needless luxury” class in terms of space and investment. 
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A BOOKKEEPING machine priced at approximately $1,200, 
and designed to produce such records as customer accounts 
receivable, sales and income analyses, vendors’ accounts 
payable, with purchase and expense analyses, as well as pay- 
rolls and minimum labor analyses, was unveiled recently by 
Remington Rand Inc., 315 Fourth Ave., New York. “The 
machine is not merely a poster,” the makers say. “but a 
‘complete’ machine which gives proof for every entry, instantly 
computed account balances, and accumulated control figures.” 


A NEW desk-top “sound consolette” designed for broadcasting 
recorded programs, radio programs, local-origin sound pro- 
grams, and announcements, was introduced recently by the 
RCA-Victor division of the Radio Corp. of America, Camden- 
N. J. Known technically as the type MI-14937 single-channel 
model, the unit can serve up to 20 rooms or areas, and 
can be expanded to accommodate 60 rooms if desired. In- 
corporating both automatic frequency control for “no-drift” 
FM circuits and automatic volume control, the units are grey. 


THE USER does not need to cencentrate, and may even 
take part in conversations while using the Mark-N-Count, 
the manufacturer, May Engineering Co., 6055 Lankershim 
Blvd., North Hollywood, Calif., promises of this new machine 
for marking and counting at the same time. The pencil is 
used to check items or blueprints for estimating purposes, 
to mark and count certain items in production, taking in- 
ventory. checking lists, ete. An audible click registers each 
count. The machine can be set back to zero by turning the 
knob, and can be plugged into any 110-volt A.C. outlet. The 
new marking device sells for $87.50 f.0.b., N. Hollywood. Calif. 
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FILMS may be spliced permanently in ten seconds by an inex- 
perienced worker with the Presto-Splicer, according to the 
maker, Prestoseal Mfg. Corp., 38-01 Queens Blvd., Long Island 
City, N. Y. Designed for 16 or 35, or 70 mm. microfilm 
in various models, the butt weld splicer gives an electrical 
weld, and eliminates the necessity for alignment, wetting, 
seraping, use of brush and cement. The splice given is 
said to hold under all conditions where the film itself will 
hold. The 16 mm.-35 mm. unit is built to permit interchange 
of 16 mm, and 35 mm. heads on the same base. Price of the 
base with one head is $507.10. The alternate size head is $265. 
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CORRECTION TAPE 


CORRECTIONS on fluid duplicator masters 
are said to be made cleaner, neater, and 
faster with this new Pres-a-ply correction 
tape offered by Dennison Mfg. Co., 300 
Howard St., Framingham, Mass. Merely 
covering errors with the tape clears that 
area for retyping the words correctly. 


A FOOT-ACTIVATED pedestal was recently 
introduced by Pres-to-line Corp. of America, 
2339 Cotner Ave., Los Angeles, for use in 
conjunction with that firm’s model BK-52 copy 
reading unit. Use of the pedestal is especially 
desirous where the work of the operator ne- 
cessitates use of both hands, Pres-to-line ex- 
plains. It is adjustable horizontally, vertically. 
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A MOISTURE CONTROL device called the 
Humidity Dial is now standard equipment 
on all dehumidifiers made by Mitchell Mfg. 
Co., 2525 N. Clybourn Ave., Chicago. The 
device indicates “at a glance when the elec- 
tric dehumidifier should go into action 
to prevent moisture damage.” Mitchell says. 


SAFTEE SPINDLE is the name of this new 
desk item offered by Smartee Spindle Co., 
1405 Ash St., Detroit. Eliminating the often 
hazardous sharp point, this unit will accept 
papers only after they have been pressed by 
the protective arms over the ball-tipped shaft. 
Removal is accomplished by lifting papers 
over the tip, or unscrewing spindle from base. 
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Exhibit A. General office layout based on 65 square feet per person 


Now that office space is growing freer— 


LET’S GET BACK TO PROPER SPACE STANDARDS 


By KENNETH H. RIPNEN 


President, Kenneth H. Ripnen Co., Inc., Office Layout and Office Building Architects 
New York 


THE question is frequently asked—how many square 
feet does an organization require per employee and 
what is the correct amount of office space to lease or 
build? There can be no categorical answer without 
a study of the nature of the specific business—the 
number of special service elements that are needed 
and many other influencing factors. 

In a recent talk which we made before the Real 
Estate Board of New York, we cited an exampl ol 
a corporation which we were called upon to assist in 
their ofhce planning problem. It has 50,000 squar« 
feet of usable space for 500 personnel which, as the 
figures show, averages 100 square feet per person 
This, of course, is the overall gross figure and in no 
way demonstrates what the density is department by 
department, whether some areas are congested, ot 
whether some departments could better utilize their 
space and do with less. 
=_ : A breakdown of private offices and service areas 
Too many firms approach was as follows: 


space planning with minimum 
Number of 


standards oe when over ad Area Footage Personnel 
period of tinue te alll he Seanl-private corridors 3000 sq. 
; i File rooms 2000 Sq. 
less expensive using opti- Miscellaneous areas 2000 sq. 
mum space. Storage rooms . 1500 sq. 
Special areas 1500 sq. 
Private offices 2500 sq. 


Mr. Ripnen 
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These figures totaling 12,500 square feet of space 
and 75 personnel indicate that 37,500 square feet of 
general office area space was left to accommodate 425 
personnel, or an average of around go square feet 
per person. Ninety square feet per person is liberal 
for general office areas and should, if the space is well- 
planned, allow for 10 to 15 percent or more expan- 
sion by mere rearrangement of furniture. In_ this 
case, private offices and general service areas accup) 
about 25 percent of the total gross area. 

Another set of figures from a recent survey made 
for a client who was considering several locations 
disclosed that on one location the net usable space 
was 156,000 square feet. In this instance, 29,000 
square feet were required for private offices and spe- 
cial services, or 18.6 percent of the total gross area. 
On a second location which was to be an addition to 
his present building, the percentage of space required 
for private offices and special services was only 11 
percent of the total gross because he could utilize 
many of the established services in his present build: 
ing. The basic standard used in these calculations 
was 8o square feet per person. The right approach, 
we feel, when one is planning the amount of space 
to build or lease, is to tabulate all personnel by job 
titlke—all private offices—all special areas, services, 
and equipment, which will give an end figure of the 
number of square feet the organization will require. 
Every piece of equipment requires space. For ex- 
ample, a letter-file cabinet requires seven square feet 
—plus or minus—depending upon service arrange- 
ment. If there are 200 cabinets, that’s 1,400 square 
leet that must be provided in the space allotment. 


However, the provision for miscellaneous files and 
small equipment is included in the standards of space 
allocation for general work areas. 

It is our observation that too many firms approach 
their space planning problems, using minimum stan- 
dards instead of optimum standards. It is true 
that the employment of optimum standards may re- 
quire a slightly larger quantity of space, but over a 
five-year period it will be found less expensive doing 
it now with all the design and construction included, 
rather than having to do it later because of expan- 
sion, growth or rearrangement. 

The illustrations on these pages show examples ol 
standards for space allotment. Exhibit “A” 
demonstrates a general office area based upon 65 
square feet per person, and Exhibit “B,” a general 
office area based upon 8o square feet per person. 
Using 65 square feet per person, desks abut one an- 
other, and there is a common aisle for each two 
workers, and no provision for expansion. With 8o 
square feet per person, there is 30 inches between the 
desks of each office worker providing easy access for 
each worker and room for 10 to 15 percent expansion. 
Regardless of which standards are used, working con- 
ditions sometimes require that adjacent desks either 
be abutting or isolated. 

It is recommended when planning space alloca- 
tions that the analysis of what standards will do, be 
studied before the application of arithmetic. This is 
what business does when it plans a product or starts 
any of its industrial campaigns. Space is equally im- 
portant, and it is worth-while to apply the same logic 
as in running other phases of business. 


basic 
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Exhibit B. General office layout based on 80 square feet per person. 


Cross-hatched desks in each exhibit represent desks that could best be 
eliminated for good spacing standards if number of personnel in office 


were reduced. 
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TOOLS OF 
THE OFFICE 


1! monthly feature devoted to 


f major lines in the field of 

iffice equipment and supplies 
~ 
ee 


Hachmeister Ine.’s asphalt tile flooring is used in this distinctive office 


—_~. a 
rer ae so 


Floor Coverings e Addressographs 
Mailroom Equipment 


(For addresses of all manufacturers, see page 51) 


American Biltrite Rubber Co.’s line of Amtico vinyl floor- 


Colors and sizes. Linotile is available in ruby grey, rainbow, 
ing, introduced earlier this year, is said to possess “an ex 


sultan red, mistglow, sunglow, cocoa verde, beige antique, 
tremely high gloss that hardly needs waxing,” and a dur- and landscape green in the following sizes: 6 x 6, 9 x Y, 
able composition which is fabricated under “great pres- 12 x 12, and 18 x 36 inches. 
sure to give it greater wearing qualities.” Price 
Sices and colors. Amtico flooring is available in 14 marbel Special features. The new Armstrong flooring is “especially 
ized colors in tiles measuring 6 x 6 inches or 9 x 9 inches processed for extra high resistance to abrasion and inden 
Price. From approximately 50 to 60 cents per square foot, tation,” the company says. “Linotile’s distinctive graining 
not installed and subtle blending of accent colors provide a wide variety 
cutlability. The product is currently available, the maker of floor design possibilities and make strikingly different 
report floor effects possible,” Armstrong continues 
Availability. Linotile is reported currently 


Costs vary with the particular installation 


available 
Armstrong Cork Co. introduced recently a line of de luxe 
Linotile “in which sharper graining and more distinctive Bigelow-Sanford Carpet Co. Inc. markets Cushionlok, 
accent colors are emphasized.” closely woven carpet with foam rubber backing “engineet 
Office installation with flooring of Bonafide Mills Magee Carpet Co. offers Adherence carpet line: 
Bonny Maid vinyl-plastic 


all wool pile velvet bonded to rubber 
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Tools of the Office 


Kentile Inc.’s Kenflex comes in 


14 marbelized hues 


ed to withstand heavy traffic and styled to create an at- 
mosphere of business-like efficiency in offices.” 

Colors. Shadow grey, meadow green, grey moresque, beige 
moresque, green moresque, and cedar moresque. 

Prices. Costs vary with the particular contract and instal- 
lation. 

Special features. According to Bigelow-Sanford, the rubber 
backing is a permanent part of the carpet, increasing its 
durability, binding its tufts, and rendering it ravel-resist- 
ant. There is no need for any underlay, they point out. 
Cushionlok is also said to be non-matting, rot-proof, moth- 
proof, and to have a backing less inflammable than the 
“conventional” kind. Among Cushionlok’s other advan- 
tages, are these listed by the makers: “ease and speed of 
installation, low maintenance cost, and the fact that it 
can be re-laid, re-cut, matched, and pieced when an of- 
fice is renovated or its fixtures changed.” 

Delivery. Immediate. 


Congoleum Nairn Inc.’s line of Gold Seal Nairn linoleum 
tile for commercial use is described as a_ burlap-backed 
flooring material said to “meet top standards for tough, 
resilient floor coverings.” 

Colors and sizes, The linoleum is available in milled pre- 
cision-cut 9 x 9 inch tiles in a variety of colors. 

Prices. From approximately 35 to 40 cents per square foot. 
When ordering on a contract basis, prices are somewhat 
lower. 

Special features. 
backing, the 


Colorings go all the way through to the 

manufacturers say. They resist stains and 

won't fade. “In office modernization and innovation pro 

grams, moreover, individual tiles are easily replaceable.” 
Delivery. Immediate. 


Bonafide Mills Inc. recently introduced Bonny Maid viny! 
plastic floor covering as a companion line to their “All 
Purpose” Bonny Maid Versa-Tile. The viny! 
Bonafide explains, is virtually the same product as_ the 


American Biltrite Rubber Co.’s Amtico 


vinyl floor covering tiles 
i Re 


OFFICE 


4 Fi 
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Bigelow-Sanford Co.’s Cushion- 
lok has foam rubber backing 


flooring, 


Armstrong Cork Co.’s new 
Linotile accents color 


Versa-Tile, except for diminished thickness and the added 
vinyl. 

Colors and sizes. The vinyl line is .105 inches thick, and 
comes in 24 marble and jaspe colors; Versa-Tile is avail- 
able in 40 colors in thicknesses of “% and 3/16 inch 

Prices. The Versa-Tile costs afsout 38 to 50 cents per square 
foot, while the vinyl flooring sells for about 31 to 43 cents. 

Special features. Both products can be installed below-grade 
as well as on-grade and above-grade, Bonatide asserts 
‘Both are flexible and resitient, and can be 
radiant heating.” 

Delivery. Immediate. 


used ove 


Flintkote Co. offers a cohesive, resinous plastic floor cov- 
ering designed to prevent hazardous slipping on stairways, 
elevator landings, ramps, around water coolers, and the 
like. Called Flintdek, the new flooring is furnished by the 
company in a consistency suitable for trowel application in 
thin coats. 

Colors and sizes. Flintdek is manufactured in red, green, 
slate grey, cement grey, and “high visibility” vellow. It is 
offered in 1- and 35-gallon containers. Once applied, it 
weighs approximately 3'4 ounces per square foot 

Prices. Approximately $3 to $5 per gallon, depending upon 
the color and quantity purchased 

Special features. “Flintdek is not a paint,” its manutacturers 
explain 
mineral type filler 
and attractive resistance against slipperiness when wet. It 


“It is a synthetic plastic coating incorporating a 
which imparts a toughness to wear, 


is applied easily by spreading with any ordinary plasterer’s 
trowel to a thickness of approximately 1/32 to 1/16 of an 


inch. It resists fire, water, gasoline under proper condi 


tions, mild acids, oil, alcohol, and greases.” Flintkote als« 
manufactures a trowel-applied asphalt emulsion for use o1 
metal, to deaden vibration noises 

Delivery. Immediate 


Hachmeister Inc. markets an asphalt tile which simulates 
| 


Uvalde Rock Asphalt Co. offers Vina- 


Lux, a fire-resistant tile 
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Congoleum Nairn Ine.’s line of Gold Seal 
Nairn lineoleum tile for commercial use 


natural oak parquet flooring. Called Hako parquetry, the 
flooring “adds distinction to any room, whether it be a 
home, institution, or commercial installation.” 

Sizes The flooring is available in 9 x 9 inch squares in % 
and 3/16 inch thicknesses. 

Special features. Hako Parquetry is “simple and easy to 
keep bright and clean,” Hachmeister says. “It will give 
many years of service with a minimum of maintenance, 
and is ideal for floors with radiant heating.” 

Delivery. Immediate. 


“ 


Kentile Inc. introduced recently a new flooring material 
called KenFlex—a vinyl asbestos product with “great flex- 
ibility.” 

Colors. KenFlex is available in 14 marbelized hues. 

Price. 17 cents per square foot, without installation. 

Special features. Says Kentile of its new product: “KenFlex 
is unusually tough and will outwear any other type 
of flooring of equal thickness. It is greaseproof and there- 
fore can be used around machines. It will resist practically 
all stains, including those caused by bleaches and cleaning 
fluids. Ken Flex requires no scrubbing—damp moppings are 
generally all that are required.” 

Availability. KenFlex is currently available at all dealers 


Magee Carpet Co. offers the Adherence line of carpeting 
which it describes as a deep all-wool pile velvet of Loomloc 
quality, with a 27-inch weave already bonded to genuine 

S. Rubber Co. underlining. 

Prices. Approximately $8.95 per square yard 

Special features. Adherence is particularly suitable for of 
fices, showrooms, banks, and other business organizations 
and institutions, Magee says. It can be cemented directly 
to the floor from the narrow rolls in which it is manufac 
tured, the company points out, thus reducing time-consum- 
ing movement of furniture. 

Delivery. Immediate. 


Uvalde Rock Asphalt Co. offers Vina-Iux, a smooth flex 
ible tloor tile composed principally of vinyl resin, asbestos 
fiber, inert filler, and coloring pigment. “It combines the 
peculiar virtues of vinyl resin with the high fire resistance 
and abrasive wear resistance of asbestos fiber and. the 
special inert filler used,” Uvalde asserts. 

Colors and sizes. Vina-Lux is available in 18 colors (13 
marbelized and 5 solid) in these sizes: 9 x 9, 6 x 12, and 
12 x 12 inche Ihicknesses: 3/32, 4%, and 3/16 inches. 

Price. Approximately 28 to 35 cents per square foot. 

Special features. Vina-Lux may be installed over concrete 
sub-floors on or below grade, and over structurally sound 
wood sub-floors when used with an asphalt-saturated felt 
beneath the wood. In addition, Uvalde says, it has 
lent grease resistance, 


“excel- 
good alkali and acid resistance, rub 
ber-like flexibility, excellent resistance to indentation.’ 

Availability, “It is currently available and can be shipped 
within a few days after receipt of an order,” the makers 
report. 


May, 1953 


OFFICE MANAGEMENT AND EQUIPMENT 


Tools of the Office 


Addressograph-Multigraph Corp.’s new 


“friction feeder” 


Addressographs 


Addressograph-Multigraph Corp. recently introduced a 
“friction feeder” feature for its Speedaumat Addressograph 
line. This independent and self-contained feeder “can be 
quickly and easily detached from the machine and rolled 
away” when the machine is required for other purposes. 

Price. The Speedaumat lists for approximately $16,000, the 
new feeding device for $616. 

Special features. Addressograph-Multigraph includes these 
among the features of Speedaumat: greater flexibility (“a 
wide range of forms can be handled on the new feeder”); 


line features a 


ease of operation (“new and improved micro-switches stop 


the machine if a form fails to feed”) new receiving unit 
(“forms are ejected to a flat conveyor table which advances 
the forms approximately one inch with each cycle of opera- 
tion’); a reversing stacker (a special arrangement where- 
by forms can be ejected address-side up); multiple im- 
pression forms (for printing several plate impressions on 
the same form, one above the other); also, a continuous 
loading and unloading feature, simplified changes, and posi 
tive feeding. 

Availability 


veeks 


Delivery reportedly takes from six to eight 


Elliott Addressing Machine Co. offers the model 
(illustrated, below) a fully 
device which handles folded material, 
ments as well as envelopes. 


G-3-EW 
addressing machine automat 


broadsides, and state 


Elliott Addressing Machine Co.'s model 
G-3-EW addressing machine 
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Tools of the Office 


Seriptomatic Inc.'s model 201 addresser 
employs a chemical printing principle 


Specifications. Operating speed: 6,000 impressions per hour. 
Range of sizes accommodated: from 3 x 5 inch cards to 
9 x 12 inch envelopes. 

Price. $1,503, f.o.b. Cambridge, Mass. 

Spectal features. Model G-3-EW features an electrically 
operated selector mechanism designed to enable an opera- 
tor to pick out various classifications or groups of classifi- 
cations from the file of stencils. “This is achieved by means 
of a number of pre-set pins that ‘sense’ the holes punched 
in the stencil frame,” Elliott explains. “If the correct hole, 
or combination of holes, is present, the circuit will be 
completed and a signal will be sent to the printing head 
which will either print or skip the stencil. They can be 
loaded while the machine is running, 350 at a time.” 

Delivery. 120 days. 


Master Addresser Co. offers the model 40 liquid process 
addresser, a “low cost unit which requires neither plates, 
stencils, ribbon, nor ink.” The machine prints from carbon 
impressions typed on a long strip of paper tape. 

Specifications. Model 40 features a “variable margin guide 
to accommodate almost any size envelope or other mailing 
piece.” Average production speed: 1,000 to 1,200 envelopes 
per nour, 


Price $52.17, together with supplies for a 500-name 
mailing list. 

Special features. Master tapes can be prepared on a standard 
typewriter in one’s own office, the company explains. The 
tape can be filed and re-used many times over a period of 


Weber Addressing Machine 
Co.’s Model A-3 


c 


Model 40 liquid process addresser 
of Master Addresser Co. 


a? Rae eh a ee 
2 SEES ee, ets 


2. : a 
Reynolds and Reynolds Co. offers the 
Dupli-Riter desk addresser 


years, it adds. “In operation, the tape moves automatically 
to position successive addresses for printing. Envelopes can 
be imprinted as fast as they can be inserted.” The unit, 
finished in black wrinkled enamel and plated steel, features 
metered fluid control “to suit the application to the paper 
being used.” 

Delivery. Immediate. 


Nettle Office Equipment Co. manufactures a desk-type ad- 
dressing machine, the model 200 A-dress-R, which utilizes 
standard B-frame plates. 

Specifications. The unit will take envelopes up to 9 x 12 
inches. Speed: to 1,200 impressions per hour. Dimensions: 
9 x 19 x 19 inches. Weight: 35 pounds. Plates may be 
stored in desk drawers or cabinets, in steel trays measuring 
1'4 x 4% x 10% inches. 

Special features. According to Nettle, the A-dress-R unit 
offers ease of operation (no inking is necessary); instant 
use (plates are placed in the rear hopper, and a handle is 
pulled); rugged construction, and modernistic design. 

Delivery. Immediate. 


Reynolds & Reynolds Co. offers the Dupli-Riter, a desk- 
type addressing device which operates on the liquid duphi- 
cating principle. The complete set-up consists of a Dupli- 
Riter table, an applicator, fluid, and specially prepared 
master address cards. 

Specifications. Speed: approximately 1,000 mailing pieces per 
hour. Table dimensions: 5% x 11 inches. 

Price. The applicator retails for $4.25, the table for $6.25, 
the fluid for $1.50 per pint. Together as a unit, the three 
items cost $9.95. 

Special features. Since master cards can be quickly hand- 
written or prepared on a typewriter, Reynold & Reynolds 
point out, names may be added or removed in a matter 
of seconds. “Operation is simple,” the manutacturers add. 
“The applicator handle holds a lasting supply of fluid which 
is then applied to the mailing piece through a wick. The 
master address card (akin to a fluid duplicator master) is 
placed over the moistened mailing piece and rolled with 

(To page 52 


Nettle Office Equipment Co.'s 
Model 200 A-dress-R 
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FAST 
MAIL 


CORBIN Mail Handling equipment 
saves time — reduces cost. Used in 
the majority of U.S. Post Offices and in 
the mail rooms of leading commercial 
firms, universities, colleges, hospitals 
and other institutions. 


CORBIN’S facilities and more than fifty 
years’ experience combined, are your 
assurance of quality equipment at low 
cost. We will help you choose equip- 
ment to meet your requirements. All 
items are constructed of selected hard- 
woods. Joints are dovetailed and glued 
All surfaces are smooth sanded and var- 
nished or lacquered. Shipped to you 
assembled, complete with hardware. 


Capacity and 
arrangement as 
required for 
your specific 
needs. 


CORBIN OFFERS WIDE 
VARIETY OF MAIL ® 
ROOM EQUIPMENT 


* Work Tables 

* Key Cabinets 

* Storage Cabinets 
* Sorting Tables 

* Bulletin Boords 

* Portable Tables 


Send for Iliustrated Catalog 


——- 


Corbin Wood Products Division Dept. 7 


The American Hardware Corp. 
New Britain, Conn. 


, 

| Please send illustrated literature and prices 
}oon Corbin mail handling equipment. 
' 


Name 
Firm 
Address 
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SORTING! 


ADDRESSING EQUIPMENT 
A.M.F. Systems, Inc. 
3026 Franklin Blvd., Chicag 
Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland 
Elliott Addressing Machines Co. 
143 Albany St., Cambridge, Mass 
Master Addresser Co. 


6500 W. Lake St., Minneapolis, Minn. 
Nettle Office Equipment Co. 

27 Huntington Ave., Boston 
Reynolds and Reynolds Co. 

800 Germantown Ave., Dayton, O. 


Scriptomatic, Inc. 
310 N. ith St., Philadelphia 
Weber Addressing Machines Co. 

220 W. Central St., Mt. Pr 


spect, | 


MAILROOM EQUIPMENT AND 
MACHINES 

All Purpose Metal Equipment a 
263 Mill St., Rochester, N. 


American entinns Corp., Corbin Cabinet | 


Lock (Wood Products Div.) 


102 Washinaton St., New Britain, Conr 
Bircher Co. 
192 Mill St., Rochester, N. Y 


Borg-Erickson Corp. 
1133 No. Kilbourn Ave., C 


| Buckens Mfg. Co. 


134 Seymour Ave., Stratford, Conn 
Buffalo Scale & Mfg. Co. 

1208 Niagara, Buffalo, N. Y 
Cel-U-Dex Corp. 

| Main St., Brooklyn 
John Chatillon & Sons 

85 Cliff St., New York 
Commercial Controls Corp. 

Rochester, N. Y. 
Cooks’, Inc. 

780 Wright Ave., Camden, N 
J. Curry Mendes Corp. 

500 South Clinton St. 


, N.Y 


Chicaa 


| Detecto Scales, Inc. 


540 Park Ave., Brooklyn, N. Y 
Equipto Div. Aurora Equipment Co. 
Aurore, Ill. 


| Evans Specialty Co., Inc. 


407 N. Munford St., Richm 


nd, Va 
Hanson Scale Co. 
525 N. Ada St., Chicaa 
Harris-Seybold Co. 
| 4510 E. 7ist St., Cleveland 
Howe Scale Co. 
2947 Scale Ave., Rutland, Vermont 
Industrial Molded Products Co. 
609 New York Bidg., St. Paul, Minn 
Inserting = ‘Meling Machine Co. 
Ph N. 
ieesaiienl “Postal Supply 9 
634 Prospect Pla Br N. Y 
1. J. Knoll Co. 
79 Wall St., New York 
Master Addresser Co. 
6500 W. Lake St., Minnear Minn. 
Master Folder Co. 
3000 Woodhill Rd., Cleveland 
Mergenthaler Linotype Co., Davidson Div. 
29 Ryerson St., Brooklyn, N. Y 
8 ee Sealing Co., Inc. 
ashua, N. 


National Cash re Co. : 


| 
| 
| 
\ 


Main & K Sts., Dayt Oh 
Pelouze Mfg. Co. 
1218 Chicago Ave., Ev 


a 
| Pitney-Bowes, Inc. 
Stamford, Conn. 
| Savasort Corp. 
416 Sixth St.. W. Palm Beach, Fla 
(To page 74) 
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| 
| arieorsng 
machine | 


If you mail repeatedly to 50 or more 
names, here’s a machine that can do 
the addressing faster, cheaper, and 
with less work for the operator, than 
any other addresser made today. 

Like previous Weber Addressers, 
the Model A-3 requires no plates, 
stencils, ribbon or ink. It prints from 
a typewritten paper roll which is 
easily prepared and can be used up 
to 100 times. As the roll prints, it is 
advanced automatically so that each 
name and address is mechanically 
moved into printing position. And 
after your envelope, card or folder is 
addressed, it is automatically thrown 
into a receiving tray. Has an ad- 
dressing speed of 1500 to 2000 pieces 
per hour. 


Prints from type- 
written paper roll 


Nomes ore auto- 
matically moved 
into printing po- 
sition 


Addressed piece 
automatically 
thrown into re- 
ceiving tray 


See what you're 
printing os you 
print it 


Send for Descriptive Folder 
and Name of Nearest Dealer 


| Weber | J 


Addressing Machine Co. Mount Prospect, IY 


rrr - 5 


Weber Addressing Machine Co. 
Department OM1, Mt. Prospect, Il. 


Send descriptive folder on your new Model 
oS Seng Machine and name of nearest 
lecler. 


Address 
City 


Kaenaeeen . Zone State. . 
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Tools of the Office 


Top: Triner Seale Mfg. 
Co.’s model 803 


Left: Aurora Equipment 
Co.’s Equipto mail rack 


the applicator, resulting in a crisp address reproduction.” 
Each card will reproduce clearly fifty times or more, the 
firm says. 

Delivery. Approximately ten days. 


Scriptomatic Inc. makes the model 201 addresser, seen on 
page 50. The unit copies addresses from master cards on a 
chemical printing principle. Punched cards, continuous 
forms, keysort cards, or index cards which have been spe- 
cially prepared, can all serve as the master, depending 
upon the individual application. 

Specifications. Model 201 operates at 6,000 revolutions per 
minute. It accommodates forms ranging from 2% x 4% 
inches to 15 x 17 inches, and prints in an area up to 2% 
x 4 inches. Dimensions: 42 x 50 x 75 inches. Weight: 2,000 
pounds, 

Special features: Listed among the 201’s features are 1) 
vacuum pickups for “positive feeding” of both master and 
copy materials, 2) chain grippers for accurate register and 
control of master and copy, 3) four suction heads for feed- 
ing copy materials, 4) a pile-leveling device which auto- 
matically compensates for uneven thicknesses, 5) an auto- 
matic cut-off which stops the machine if a faulty master is 
in danger of jamming the machine, 6) detectors which 
automatically stop the machine in the absence of masters 
or copy material, 7) segregation stops, that is, signal cards 
interfiled in the master list which stop the machine at given 
points, 8) solvent control, 9) pressure control, and 10) a 
counter. Auxiliary units include a tape listing machine and 
a burster-imprinter. 


Weber Addressing Machine Co. offers the model A-3 ad- 
dresser which features as a new innovation an automatic 
name advancer designed to move each name and address 
(on a typewritten paper tape) into printing position. The 
machine operates on the liquid process principle. 

Specifications. Speed: approximately 2,000 pieces per hour 
Masters may be used about 100 times each. 

Price. $112.50, complete with supplies to prepare 500-name 
mailing list. 


All-aluminum “gathering rack” collators are 
offered by Evans Specialty Co., Ine. 


Special features. Pages to be collated are placed in bins, the 
maker explains. As the operator depresses and releases a 
foot pedal, the top sheets are pushed out by rubber-tipped 
“fingers.” The operator then grasps the collated sheets in 
one motion, jogging them straight while depressing the 
pedal for the next set. 

Availability. Delivery is immediate, Thomas says 


Mailroom Equipment 


All Purpose Metal Equipment Corp. markets T R Jr, a 
traveling rack with ten hook-on trays designed to keep 
envelopes, bulletins, and other printed material moving 
through the office. 

Specifications. The rack measures 24 x 24 x 36 inches 
overall; the trays are 3 x 9 x 32 inches. The unit is 
mounted on four 3-inch casters (two swivel and two rigid) 
but is available with 4- or 5-inch casters at slightly higher 
cost. 

Price. $65.50, f.0.b. Rochester, N. Y. 

Special features. T R Jr. “makes possible faster and more 
efficient handling and processing of large quantities of 
printed matter,” its manufacturers say, “because of its con- 
venient size and maneuverability.” Its hook-on trays may 
be attached to wall or table brackets, or used on whirling 
racks and floor racks also made by All Purpose Metal. The 
rack is fabricated of heavy guage steel finished in baked 
grey enamel. 

Delivery. Immediate. 


Borg-Erickson Corp. offers the model 1000 parcel post 
scale seen on page 54. It registers quickly, the makers say. 
There is no waiting for the scale to “settle down.” 

Specifications. Capacity: 50 pounds, with fractional gradu- 
ations of 2 ounces. Dimensions: 2 x 8 x 10 inches. Weight: 
5 pounds. 

Price. $12.50 east of the Rockies, $13 west 

Special features. Model 1000 is guaranteed accurate within 
one-half of one per cent of the weight shown. Precision- 
built on a coined-beam principle, its working parts are 
said to be held to a 1/1,000 tolerance. According to Borg- 
Erickson, the scale’s enclosed mechanism is both dust- 
proof and rustproof. Because of its light weight, the manu- 
facturers add, “you can ‘take the scale to the work,’ avoid 
moving heavy packages.” It is finished in office grey. 

Delivery, Timmediate. 


Cel-U-Dex Corp.’s Bind-X line of insertable self-ad- 
hesive label holders are suitable for identifying loose leaf 
books or binders as well as storage bins and mailroom 
pigeon holes. Bind-X labels consist of transparent plastic 
windows backed by pressure-sensitive latex adhesive. 
Printed, typewritten, or hand-lettered labels may be in- 
serted into the windows, Cel-U-Dex explains, and may be 
easily removed. “Changes in the arrangements [of books, 
bins, and pigeon holes] may be made with a minimum of 
effort.” 

Specifications. Bind-X labels are available in strips 6 
inches long, and either one-half or one inch wide. 

Price. Thirty cents per 6-inch strip, regardless of width. 

Special features. The labels adhere “at a feather touch” 
to wood, steel, stone, paper, fiber, glass, leather and 
plastic. “They will stay up as long as required,” Cel-U-Dex 
says, “but for temporary jobs are easily removed.” The 
labels are made in assorted colors. 

Availability. “Bind-X is available at all commercial sta- 
tioners . . . for immediate delivery,” the manufacturers 
say. 


Commercial Controls Corp. offers the model 100 letter 
scale seen on page 53, a “sensitive and accurate weighing 
instrument” featuring a large fan-type chart with wide gra- 
dations designed for easier reading. 
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All Purpose Metal Corp.'s 
traveling rack, T R Jr. 


Specifications. Capacities: model 100 is available in two 
styles, one having a 3-pound capacity with “%-ounce gra- 
dations, the other having a 20-ounce capacity with %4-ounce 
gradations, Dimensions: 8 x 10!4 x 1414 inches. Weight 
12 pounds. 

Price. $92.50, f.o.b. Dayton, O. 

Special features. Commercial Controls lists the following 
among the features of model 100: accuracy (because of 
its hairline indicator, wide graduation marks, and opaque 
figures); easy reading (black figures for surface parcel 
post, red for air mail); special platform (v-shaped to hold 
letters, packages, or rolls); portability (because of its 
light-weight aluminum construction); appearance (“mod 
ernistic in design”); enclosed mechanism; easy operation, 
and easy leveling. The scale is finished in a blue-grey “tine 
wrinkle.” 

Availability. “Model 100 is available for immediate de 
livery,” the makers report. 


Cooks’ Inc. offers the Universal sorter seen below. It 
is a lightweight unit simple to handle, Cook says. Its 
flexible plastic dividers are easy on the fingers. 

Specifications. While the stock item provides 31 divisions, 
it is adjustable to 75. Five sorting sections are available 
\-to-Z, dates (1 to 31), months, states, and 5’s. 

Price. Sorters for checks and cards cost $44: for corres- 
pondence, $22. 

Special features. The unit features a mar-proof board base 
which is “kind to fine desk tops.” Extra dividers are avail- 
able for additions or repair. 

Delivery. Immediate. 


Davidson Corp. manufactures the model 120 folding ma- 
chine, seen below. Desiened primarily for office use, the 
unit is said to be easily operated by “even the most inex 
perienced oftice girl.” 

Specifications. Model 120 is designed to make a. single- 
parallel, double-parallel, or accordion fold of anv size sheet 


Davidson Corp.’s model 120 
folding machine 
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Cel-U-Dex Corp.’s Bind-X label holder. 
made of clear plastic, can be 
used to mark pigeonholes 


Flexible plastic Universal 
sorter by Cooks’ Ine. model 100 scale 


Tools of the Office 


Thomas Collators offers 
foot pedal device 


from 3 x 3 inches to 10 x 14 inches. It handles light and 
heavy papers at speeds up to 20,000 per hour. 

Special features. The machine can be used to fold form 
letters, reports, announcements, bulletins, advertising litera- 
ture, and other items, Davidson says. “One of the most 
important uses for it is the folding of monthly statements,” 
the firm adds. “Multiple or stapled sheets can also be fold- 
ed quickly and efficiently on the unit.” Adjustments can be 
made simply by turning a micrometer screw; buckle chutes 
can be readily removed without disturbing the adjustments 
The unit may also be reloaded without upsetting the set- 
tings 


Delivery. Within a week. 


Equipto Div. of Aurora Equipment Co. manufactures the 
mail rack seen on page 52. Primarily a mail sorter, the unit 
also may double as a catalog rack, or for storage. 

Specifications. Dimensions of the base are 24 x 36 x 39 
inches, while the top portion measures 12 x 36 x 42 inches 

Price. $77.55, f.o.b. Aurora, Ill. 

Special features. The Equipto rack “is designed for fast- 
er, more accurate sorting of mail,” its manufacturers ex- 
plain . Like the post office, the unit makes use of the 
pigeon hole sorting method. It is especially practical 
where space is at a premium. Mail is sorted ‘up’ rather 
than ‘out.’ Large direct mail advertisers, for instance, find 
it efficient for sorting by states and/or large cities.” 

Availability. “Deliveries are prompt, usually from stock.” 
Equipto says. 


Evans Specialty Co. Inc. offer what they term “gathering 
racks,” collapsible, all-aluminum collators which permit 
“one unskilled worker [to] gather 3,500 sheets an hour 
without fatigue.” 

Specifications. Evans racks are available with 6, 12, or 18 
sections. They may be used singly, or in combination 

Prices. Costs range from $10 to $25, depending upon 
model 


Special features The manufacturers claim that 500 sheets 


Commercial Control Corp.'s 
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The JCM vertical 
collator, made by 
jJ. Curry Mendes 


can be placed in each section of the gathering rack. “Papers 
lie at an inclined angle for fingertip collating,” Evans 
says. “The worker may sit or stand and rapidly assemble 
complete sets of pages.” 

Availability. The racks are currently available at most 
dealers, Evans reports. 


Hanson Scale Co. last month introduced the model 1516 
Hanson Jr. one-pound scale, illustrated below. Postage rates 
and other data are imprinted conveniently on its tray. 

Specifications, Having a capacity of one pound the scale 
features a dial graded into one ounce divisions 

Price. $2.95. 

Special features. Model 1516, like all Hanson scales, is of 
an “automatic spring type.” The company also manutfac- 
tures an 8-ounce air mail scale which retails for $3.25, as 
well as other models with capacities ranging from '% to 
50 pounds. 

Availability. “The scales are available at a majority of re- 
tail stationery supply houses,” the firm reports. 


Harris-Seybold Co.’s Macey collator, illustrated above. is 
said to gather sheets in sequence “five to eight times faster 
than the quickest girl, at speeds of more than 24,000 sheets 
per hour.” Only one semi-skilled worker is needed to run 
the machine, the company asserts. 

Specifications. The standard machine is equipped with eight 
sheet-feeding stations, which handle a maximum sheet size 
of 912 x 12 inches, and a minimum of 4 x 6 inches. Custom- 
built, Maceys can be constructed with 4, 12 and 16 sta- 
tions, capable of collating sheets up to 11 x 14 inches. Each 
station will accommodate a stack of paper 111% inches high, 
or about 3,000 sheets of 20-pound stock. Speeds: maximum, 
4,000 sets or 32,000 sheets per hour; minimum, 700 sets or 


Borg-Erickson Corp.’s model 
1000 parcel post seale 


Model 1516 one-pound seale 
is made by Hanson Scale Co. 


Harris-Seybold Co.'s Macey Collator is equipped 
with eight sheet feeding stations 


5,600 sheets per hour; optimum, 3,000 sets or 24,000 sheets 
per hour. Dimensions: 3 x 35/12 x 12% feet. Weight: ap- 
proximately 1,600 pounds. 

Price. The eight-station standard unit costs $4,950. The 
stapling attachment is an additional $820, the offsetting de- 
livery unit, $575, and the conveyor tape delivery unit, $379 

all f.o.b. Cleveland. 

Special features. According to Harris-Seybold, the Macey 
affords accurate gathering, positive sheet separation, easy 
adjustments, big capacity. “It gives you high-speed gather- 
ing at lowest cost,” the firm adds. 

Delivery. Thirty to sixty days. 


J. Curry Mendes Corp. manufactures the JCM vertical col- 
lator seen above. It is described as a completely automatic 
upright gathering machine of eight stations. 

Specifications. A “variable speed device” permits paper pick- 
ups at rates ranging from 15,000 to 30,000 per hour, and 
will handle weights of paper from 11 to 100 pounds. Sheet 
sizes can range from 6 x 7 inches to 11 x 14 inches. Each 
station holds a 4-inch pile of paper. Dimensions: 523 x 26 
x 34 feet. Weight: 450 pounds. 

Special features. Mendes Corp. explains that each pickup 
station is equipped with a calipering device “which stops 
the machine instantly if either a sheet is missed or a double 
is picked up.” A light flashes at the station affected. “Piles 
are automatically kept at feeding height,” the manufacturer 
adds, “while sheets are lifted by suction cups and fed into 
rollers.’ The machine is portable, mounted on 

Availability. Two to four months. 


asters 


National Cash Register Co. markets a postage machine said 
to “provide a 35 to 40 per cent time saving over mechanical 
(To page 59) 


Nashua Corp.'s model 208 
National package sealer 
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STATIONERS’ 


STORE YOUR: Glue 


Pencils 
Pen nibs 
2 oz. inks 


Will pay for itself by preventing 


your sales floor. Entire drawer’s 


enamel! finish. 


INSIDE DRAWER 


No. Wide High Deep 
1722 10 DRAWERS 2272 3” 17%" 
1924 11 DRAWERS 2458 238 19%2" 


“SLIDING SHELF” CABINET 


The most ingenious, time saving cabinet de- [wy 
signed. Gliding shelves enable you to view 2 
the entire contents of a shelf without stoop- a * 


ing or squatting. J 
its entire contents 


In small offices or 


simply push back 
baked enamel fi 


No. 401 


$4950 


SLIDING SHELVE 
for easy access 


oa li 3m 


COLE’S 10 DRAWER fae 


creases sales. Ideal for housing many stationery items on 


valuable as a typewriter table. After use, 


wide, 24's’ deep. 


CABINET 


time. Heavy gauge steel; electrically welded construction; 
smooth gliding drawers. Olive green or Cole gray baked 


# 
Rulers a: 
Blotters i =. 
Crepe paper s 
Clips, etc. a 
“ “ be Fn Y 
shop worn” losses. In eae 
contents visible at one 
id 


No, 1722 $5 a 99 3 : Ps 


CABINET SIZE | Re 
Wide High Deep Price “ty 
25%" 37!2" 18% $59.95 ae 
2734 37%" 2014" 74.50 ean 

ot 
: 


ust slide out the shelf and ay 
are out in the open. 


homes the upper shelf is Bas 


the shelf and your type- 


writer is ready to be locked away safely. 
Built of heavy gauge steel, will last a lifetime, r 
equipped with a paracentric lock and 2 keys. aes 
Finished in both oiive green and Cole gray 


nish. 4038’’ high, 20%s* i 
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STEEL EQUIPMENT CO.,ING., 285 MADISON A\ AVE., NEW YORK 17,1 
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No. po AQ95 


Bes With plunger-type lock that automatically locks 
ha all drawers No. 1370PL $57.45 


The “MERCHANT’S” File 


Just right for your office. A file cabinet, a 
storage cabinet and a concealed secret vault 
all in one. Made of heavy gauge steel. Con- 
tains: two ball-bearing letter files; a drawer 
for cancelled checks, or 3x5 or 4x6 index cards 
(3200 capacity); two adjustable compartments 
under lock and key; a steel safety vault doubly 
protected by Dial-lock plus an extra outer 
door under lock and key (only YOU know the 
vault’s combination). 3212” high, 30'2” wide, 
17” deep. Cole gray or olive green baked 
enamel finish. 


Cabinets listed on this and opposite page available in grained Mahogany, Walnut or Knotty Pine finish at $12.50 additional. 


SEND FOR COLE’S LATEST 1953 CATALOG 


a COLE STEEL EQUIPMENT COMPANY, | 
i 285 Madison Avenue, YF, 
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ACTUAL SIZE 
LOCK 


ee : 3 woe : . 
\ i . a 


The “EXECUTIVE” File 


Contains: Two ball-bearing letter files; two storage compart- 
ments under lock and key; two drawers for 3x5 or 4x6 cards 
6400 capacity), also used for cancelled checks; plus a secret 
vault. 37'2'' high, 30'2'’ wide, 17’° deep. Cole gray or olive 


- No. 1478 $§Q%5 


With plunger lock that automatically locks all drawers, No. 1478PL $67.45 


The “DIRECTOR” File Ba 


r| These files will pay for themselves by preventing petty pilfer- neh 
® age. Contains: three ball-bearing letter files; two adjustable ey 
* storage compartments under lock and key; plus the secret vault. na 
a 37'2" high, 30'2"' wide, 17’ deep. Cole gray or olive green 
x finish 
3 
Ps $ 375 
gE No. 1473 
a With plunger lock that automatically locks all drawers, No. 1473PL $61.45 , 
ist 
The “EXECUTIVE” Fil 1 bel The “DIRECTOR” File with legal size instead of letter size drowers, Ps 
° oe a oe No. 1873 $56.95 -* 
instead of letter size drawers a”: 1 
No. 1878 $69.95 No. 1878 and 1873 available with olunger locks at $7.50 additional . 3 ae 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 
ihe 
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° 
wrong way right way transfer to pronto 
Records thrown on shelves are Records in Prontos canbe located § Save money, transfer into low cost Prontos 
hard to find, collect dust and in a jiffy... stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files $360 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
steel on the shell and the four corners of the drawers as well. 
They cost no more than ordinary files! Can be interlocked into 


FOLLOW 
BLOCKS 
90¢ ADDITIONAL 

Made for any size file 


solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 


LETTER SIZE $3 55 last a lifetime. 


=" pronto 
CHECK size $240 sd 


STORAGE FILES 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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(Continued from page 54) 
devices requiring more than one operation.” Postage labels 
issued by the unit are gummed, pre-canceled, and show 
date, amount, serial number, meter number, zone, weight 
(when necessary), permit number (when necessary), and 
the name of the issuing post office. 

Price. The machine rents for $180 per year. 

Special features. As each label is printed, National says, 
a duplicate record, showing zone, weight, amount, and ser- 
ial number, is printed on a tape inside the machine. “The 
unit gives a running inventory at any time, and provides a 
quick and accurate method of making reports to the post 
office,” the manufacturer adds. “It stops losses through 
postage stamps being mislaid, destroyed, or stolen.” A re- 
peat key is provided for handling pieces of mail having the 
same postage requirements. 

Available. The machines are “currently available.” 


Nashua Corp.’s model 208 National package sealer (illus- 
trated, p. 54) features what is termed a “length-o-graph,” 
a device which permits the automatic delivery of gummed 
tape in pre-determined 3-, 4-, 6-, or 8-inch lengths. 

Price. $29, f.0.b. Nashua, N. H. 

Special features. Listed among the model 208’s features are: 
a transparent polystyrene water reservoir which permits 
easy guaging of water in the tank; an automatic pressure 
brush-moistener which “insures consistent all-over moist- 
ening of the gummed tape surface”; an instant-release 
pinch roll “which facilitates threading tape into the ma- 
chine, and eliminates tearing when removing it.” The unit 
accommodates tapes in widths of 34 to 1% inches. 

Availability. “National package sealers are currently avail- 
able, and can be shipped immediately from stock,” the firm 
reports. 


Pitney-Bowes, Inc. manufactures the model RS “mailing 
machine” shown below. The RS, described as a “high speed 
automatic model for volume mailing,” automatically feeds, 
stamps, seals, and stacks letters at a rate of 175 per minute. 
It is electrically operated. The machine operates model RT 
and RF postage meters—the RT for postage printing from 


% cent to $1.00; the RF for any amount from % 
$9,9914, 


cent to 
Registers in the meters, which are rented by the 
company for use with the mailing machine itself, which is 
sold, show credit balance of postage remaining at any time. 
Specifications: Model RS can be used for letter mail and 
parcel post. It will take envelopes from 5 to 12 inches in 
length; 3% inches or more in width; 3 inches thick. 
Special features: Operator can control printing of date, city 
of mailing, and postmark ad, so that these may be used or 
omitted on regular correspondence or advertising mail. 
Special postal legends, such as P. L. and R. permits can 
also be produced by machine. A simple Jever control brings 
tape into position for printing when package mail postage 
is needed, and metered paper tape is dispensed by machine 


for application to the parcel. Safety lock prevents postage 


Pitney-Bowes Inc.’s model 
RS mailing machine 


Tools of the Office 


Model C-500 sorter, made by Savosort Co., has 
a capacity of approximately 10,000 papers 


from being printed unless tape is in correct position. Post 
age meter is detachable, for easy transportation to post 
office when a new setting is required. 

Delivery: A week to ten days. 


Savasort Co. offers the model C-500 sorter seen above. 
This circular unit may be indexed alphabetically, numeric- 
ally, or by customer account names, Savasort says. It is 
“easy and noiseless to operate,” and revolves on a mounted 
thrust bearing. 

Specifications. The unit contains 500 divisions with a total 
capacity of approximately 10,000 papers. Dividing tabs are 
available in 134- and 3-inch widths; they are mounted on 
a bakelite disc 46 inches in diameter. 

Price. $350, including indexing to customer's specifications. 

Special features. The sorter revolves “by the mere touch of 
a finger,” the manufacturer says. “Any desired tab may be 
brought instantly to proper reach for paper insertion. Di- 
viders are constructed of black fiber with metal bearing 
hinges and extruded plastic angle tabs. The stand is made 
of tubular steel. 

Availability. Delivery takes between 10 and 30 days 


Standard Duplicating Machines Corp. offers a line of en- 
velope sealers in three models—the G, the R, and the Jun- 
ior. The first two automatically feed and stack envelopes— 
the G manually, the R electrically. 

Specifications, Models G and R accommodate envelopes up 
to 7 inches wide, while the Junior handles any size envel- 
ope. The reservoirs of all models hold enough water to 
seal 10,000 letters. 

Prices. Costs range from $15 to $167, depending upon the 
model and the geographical location of the purchaser. 

Special features. All models feature what is termed a “suc- 
tion feed moistener.” With this innovation, water flows only 
as used. Explains the manufacturer: “The partial vacuum 

(To page 80) 


National Cash Register 
Co.'s postage machine 


Standard Duplicating Machines 
Corp.’s model G 
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ASSOCIATION NEWS 


™ 


THREE NEW “orientation seminars” 
offering instruction for business ex- 
ecutives in particular management 


it eS : 
techniques were launched by the 
* What's T-} American Management Association 
last month. 
Ay Important The seminars deal with “Responsi- 
ay e bilities and Tools of Sales Manage- 
att About a Chair? ment,” “Executive Discussion Leader- 


ship,” and “Top Management Plan- 
ning and Control.” Each consists of 
three two-day sessions at the A. M. A. 
Management Center in the associa- 
tion’s New York Headquarters, 330 
West 42nd Street. 

The sales management seminar, led 
by James R. Hawkinson, professor of 
marketing, School of Commerce, 
Northwestern University, Evanston, 
Ill, met April 6-7, and will meet again 
May 4-5, and June 8-9. “Top Manage- 
ment Planning and Control,” taught 
by Alex W. Rathe, associate profes- 
sor of management engineering, Col- 
lege of Engineering, New York Uni- 
versity, New York, met on April 20-21, 
and will meet again May 25-26, and 
June 15-16. 

Probably no one, except a chair Direction of the discussion leader- 
company, ever called a board | ship seminar, held on April 13-14, 
e meeting to discuss office chairs. | April 27-28, and scheduled again tor 
Certainly office furnishings don’t | May 18-19, is provided by four mem- 
command the attention that, say, | bers of the personnel staff of Amer- 


am 


~ 
ST re ao noe era ie 


office personnel. 


| corporate taxes receive. 5 ‘ 

4! Yet—and stop to consider this : 

hi —your Office chair is one of the : 

i most important adjuncts of your you 1 want to 

' business. 

Et You spend more time in your be in BOSTON 
f , office chair than in any chair in | 

| your home. So, too, for your | 


ican Telephone and Telegraph Com- 
pany, New York. They are G. T. 
Bowden, Stanley N. Holditch, and 
Lee Mills, staff assistants at A. T. & 
T., and F, J. Lutz, personnel relations 
supervisor, New Jersey Bell Tele- 
phone Company, Newark, N. J. 

Unlike the workshop = seminars 
A. M.A. has been holding for the past 
three years, which stress group dis- 
cussion, the orientation seminars are 
instructional in nature. They are de- 
signed both for experienced executives 
looking for an up-to-the-minute re- 
fresher in their present fields and for 
those seeking orientation in a new 
field. Instructional methods include 
lectures, demonstrations, case studies, 
practice sessions, and discussion, de- 
pending on the nature of the subject. 
\. M. A.’s first seminar of this type, 
dealing with management develop 
ment, got under way last November. 

Internal corporate financial report 
ing will be the topic of a special meth- 
ods review conference to be sponsored 
by the American Management Asso 
ciation on May 4 at the Hotel Astor, 
New York. 

The one-day session on “Reports to 
Top Management” will feature case 
study presentations by five compan- 
ies considered outstanding in tinan- 
cial reporting. Representatives of Ford 
Motor Company, Burroughs Adding 
Machine Company, Koppers Com- 
pany, Inc., Carrier Corporation, and 
Thompson Products, Inc., will sum- 


SES, ere ih 


a ao 


Before you buy a lounging chair 
for your living room, you examine 
it for comfort and durability. With 
office chairs, isn’t it even more 
important to be as particular? 


We build CRAFTSMAN | 
CHAIRS with pride from selected 
woods to withstand rigid tests of 
comfort and durability—tests that 
only fine wood office chairs can | 


« ® 
pass with flying colors. We think 
you'll prefer them, as have thous- 
ands of executives. 


May we send you the name of 
your nearest dealer? 


, Jasper 
SEA NG ® COMP oe 
| | ARPeRNDIARA 


_ ean be td ea i 
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“ALL-PURPOSE. BUSINESS 
SHOW for 1953 


junction with NOMA’S 


44th International Conference : 


will be the 


MECHANIC'S HALL , world’s leading 


‘ manufacturers of 


Boston, Mass. : office furniture, 


MAY 25, 26, 27, 28 | equipment 


and supplies. 


National Office Management Association 


---132 W. Chelten Ave., Phila. 44, Po. 
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The new- fashioned individual dictating instrument 
with the trim, book look ... another EDISON first / 


So sturdy... because there's 


solid Epson quality beneath the V. P.’s 
striking good looks! It’s built to take 
the toughest daily desk use! Luxuri- 
ously designed, magnificently engi- 
neered, it will win your respect as a 
tireless office companion. 


So small... you now can slip 
your desk dictating instrument right 
into your briefcase or bag! No more 
lugging extra carrying cases around. 
And note: with this pint-sized prodigy 
along, you have complete dictation 
service always available —transcribing 
as well as dictating. 


e 
So light... you simply tuck it 
under your arm— like a book! Take 
your V. P. along 
ences, conventions. In the office or at 


to meetings, conter- 


home, cross-town or cross-country. \our 
personal, dependable“secretary “records 


as you go, like a high-speed camera! 


7. 

... there's no comparison 
between the V. P. and other individual dictating instruments! The 
diagram shows you the measure of Eptson’s amazing achieve- 
ment. The V. P. is smallest, lightest, 
easiest to carry——and it’s Epson all the 
5, way, from its unique 4-in-1 control and 
Automatic Dise Positioning to its Dia- 
mond Recording. Yet it's priced below 
the market! 


TYPE A sare 
H TYPE B 1: 


iw eee TYPECe-=- 


irik oP 


EDISON’ MOICEWRITER 


be 


Wie Bie 


The superb EDISON Diamond Disc captures the ee ee ee ee ene 
es range me ee High ee Re- . TAKE 11 MINUTES EDISON (Ediphone Div.), 16 Lakeside Ave., W. Orange, N. J. 
cording. It is standard—and interchangeabie—on TO SEE IT IN ACTION! 
all Epison disc equipment. Thus, the V. P. inte- , na 9 fy yp V.P. and your representative around, 
3 , ’ i m 11 minute 
grates perfectly with Epson TeLevoice, the new- : “ia os - onan sian oe 
fashioned phone system of dictation. ‘ : ” aS, oe Fea only i . 
4 ¢  Minutes—at your convenience. NAME ——— 
§ No obligation. Send coupon , : , 
or phone nearest Epison vores a 
Aku , VorcewriTer representative ADDRESS 
oo g _ (see classified directory in ma- 
INCORPORATED § =jor cities). CITY = ZONE____STATE___ -" 
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ASSOCIATION NEWS 
(Continued) 


marize their full reports systems, with 
emphasis on the phase of reporting 
which each firm has developed most 
fully. 

After the reports are presented there 
will be opportunity for questions from 
the audience. Each registrant will re- 
ceive a 100-page book containing ex- 
amples of the forms, graphs, and 
charts used in the case study present- 
ations. A special A. M. A. workshop 
exhibit of company reports, forms, 
graphs, and charts will be on display 
throughout the day. 


“THE SHAPE of things to come” 
will be the theme of the Midwestern 
Spring Conference of the Controllers 
Institute of America, to be held May 
17-19 in the Jefferson Hotel, St. Louis. 
The organization’s St. Louis Control, 
comprised of the financial and ac- 


corporations in 


counting officers of 
that area, will sponsor the gathering. 
The conference plan, according to 


J. C. Huehn, general chairman, will 
be “to explore everything from elec- 
tronics to economics—to look under 
the surface of the complex, hectic age 
we're living in, and find out what’s 
happening on the national front, and 
what’s going to happen.” 

Mr. Huehn is comptroller of the 
American Brake Shoe Co., St. Louis. 
Grant F. Goddard, branch manager, 
Browning Arms Company, is vice 
chairman of the committee in charge 
of the event. Other members of the 
St. Louis Control who are serving as 
chairmen of the committees include: 
arrangements, Charles FE. Ehrhardt, 
assistant comptroller, Anheuser- 
Busch, Inc.; finance, Harry F. Har- 
rington, vice president, The Boat- 
men’s National Bank; ladies hospital- 
ity, Morgan I. Pitcher, assistant vice 
president and comptroller, Edison 
Brothers Stores, Inc.; program, Jay 
Allan Fox, Creve Coeur; promotion 


No EGYPTIANS 


Ever have work from your office 
duplicators come out looking like 
early hieroglyphics? . . . filled let- 
ters, smudges, blots? The culprit 
may be just plain lint. 

You see,lint from some papers 
is picked up by the blanket or 
plate . . . then takes on ink .. . 
and leaves a dot or line on the fin- 
ished copy. The more lint, the 
more unexpected dots or lines. 

The remedy is as simple as the 
cause. Use Eastern’s lint-free du- 
plicating papers. Special surfac- 
ing and sizing built into these fine 
papers eliminates the possibility 


27 ~- 


—————— 
OoUuUcEt JT 


at 


of a “‘linty”’ surface . . . assures 
clean, clear impressions on every 
job. 

For top quality work on sten- 

cil, spirit or offset duplicators . . . 
for papers that look well, print 
well and permit fast, trouble-free 
operation, use Eastern’s Office 
Papers: 
ATLANTIC BOND, ATLANTIC MIMEO 
BOND, ATLANTIC OPAQUE, ATLAN- 
TIC DUPLICATOR, MANIFEST MIMEO 
BOND, MANIFEST MIMEO, and 
MANIFEST DUPLICATOR. 

For sample packets or sheets 
write or call. 


ATLANTIC BOND QWUtiss PAPER D 


MADE BY EASTERN CORPORATION « BANGOR, MAINE 


EASTERN 


and publicity, J. Hadley Evans, con- 
troller, Stix, Baer & Fuller; registra- 
tion, Fred J. Blum, secretary-treas- 
urer, Midwest Piping & Supply Co., 
Inc.; speakers’ hospitality, Joseph T. 
Mahaney, executive vice president, 
Missouri-Kansas-Texas Railroad Co.; 
conference secretary, R. Dale White, 
assistant controller, Union Electric 
Company of Missouri. All are located 
in St. Louis. 


THE FIRST West Coast 
conference of industrial, commercial 
and governmental suggestion plan 
supervisors was held at the Statler 
Hotel in Los Angeles April 13. 

The one-day meeting was jointly 
sponsored by Suggestion Plans Asso- 
ciation of Southern California and Los 
Angeles Chapter Affiliate of the Na- 
tional Association of Suggestion Sys- 
tems. 

The West Coast regional confer- 
ence incorporated the area as far east 
as Denver, the Pacific Coast and 
Rocky Mountain states. 

The program included these speak- 
ers: Arthur Enger, Swift & Com- 
pany, Chicago, president of the Na- 
tional Association of Suggestion Sys- 
tems; Harry Richey, National Biscuit 
Company, New York; J. O. Cunning- 
ham, merchandising manager, Oliver 
Corporation, Chicago. 


regional 


The Records Management Associa- 
tion of New York heard William H. 
Lange, management consultant, dis- 
cuss “Job Evaluation” in relation to 
salary standardization at its regular 
monthly meeting, held April 13 at the 
National Women’s Republican Club 
in New York. 

On May 2, the Association plans to 
hold its Spring Benefit Bridge at the 
Waldorf-Astoria, for the benefit of 
the Damon Runyon Fund for Cancer 
Research. 


THE SHORTAGE of ttrained ac- 
countants was one of the chief topics 
discussed at the four-day spring meet- 
ing of the Council of the American 
Institute of Accountants which opened 
April 14 at the Phoenix Biltmore hotel 
in Phoenix, Arizona. 

A report of the Institute’s new com- 
mittee on accounting personnel, set 
up last year with a special budget of 
$40,000, stressed the fact that firms 
of certified public accountants 
throughout the country are finding it 
impossible to hire the desired number 
of new men from this year’s college 
graduates. The committee is propos- 
ing an extensive program to tell high 
school and college students about the 
opportunities open to certified public 
accountants, 

Samuel J. Broad of New York, com- 
mittee chairman, pointed out that 
there will be intensive competition 
among the professions to attract the 
most capable students in the next few 
years. “The number of young men 
going into service immediately after 
graduation” Mr. Broad said, “plus the 
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reduced college enrollment resulting 

from the low birth rate of the early 
1930's, will leave us with a serious 
shortage of young men and women of 
professional caliber for several years.” 


The personnel committee is recom- 
mending several steps to inform young 
people about the advantages of ac- 
counting as a career, including pro- 
duction of a motion picture designed 
for high school students, expansion 
of the Institute’s program for testing 
students’ aptitude and ability in ac- 
counting, a survey of employment 
practices in the public accounting 
field, and development of several new 
pamphlets and pattern speeches giy- 
ing information about the accounting 
profession. In discussing the report 
of his committee Mr. Broad said that 
although the number of certified pub- 
lic accountants in the United States 
has doubled in scarcely more than ten 
years, the need for their services is 
growing still faster. “Most of the 
leading accounting firms in the coun- 
try would like to hire more young 
people than they are going to get this 
year,” Mr. Broad said. “The number 
of certified public accountants has 
been increasing at a faster rate than 
membership in any other profession 
for several decades, and we are still 
unable to supply the potential demand 
for our services.” 


THE Association of Consulting Man- 
agement Engineers, at its recent an- 
nual meeting in New York, re-elected 
Horace G. Crockett as president. Mr. 
Crockett, a partner in the manage- 
ment-consuting firm of McKinsey & 
Co., becomes the first president in 
\CME’s 22-year history to serve more 
than two one-year terms. 

Other officers and directors elected 
at the meeting include Harold W. 
McKenzie of Swanson, Ogilvie & Mc- 
Kenzie, vice-president and director: 
Richard M. Paget, of Cresap, McCor- 
mick & Paget, vice-president and di- 
rector, and Robert C. Trundle of 
Trundle Engineering Co., a director. 

Other directors for 
1953, either re-elected or serving un- 
expired three-year terms are: H. B. 
Maynard, Methods Engineering Coun- 
cil, vice-president and director; W. V. 
Burnell, Stone & Webster Engineering 
Corp., a director; Stanley Farwell, 
Business Research Corp., a director: 
Alonzo Flack, Emerson Engineers, a 
director; N. M. Mitchell, Barnes Tex- 
tile Associates, a director, and Arthur 
J. Slade of Rogers, Slade & Hill, sec- 
retary-treasurer. 


officers and 


JULES MANSON, senior supervis- 
ing mediator of the New York State 
Board of Mediation, was the guest 
speaker at the regular April meeting 
of the Transcription Supervisors’ As- 
sociation of New York, held at 
Whyte’s Restaurant, on April 13. Mr. 
Manson’s topic was “Growth and De- 
velopment of Economic Ideas and 
Policies.” 
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(Xodagraph Contac? [Raper 


Sure way fo cut a% 
your paper-work . 
costs 7. 


Take full advantage of 
your photocopy machine Se 


€ 


Ca 


+ 
and you'll eliminate hours of y a 
costly manual transcription, re- fa: 
typing, proofreading. And those rey 
mistakes, too, which somehow slip by. . i 
Remember, your machine is designed to % 
serve all departments; to copy all types of office ‘= 
documents with photographic accuracy and completeness. : mi 
And it will do this, in 4 cases out of 5, at a fraction of the cost of : i 
producing a copy manually ...and proofreading it. | ‘ 
It will pay you, definitely, to double check all Coe 
your paper-work routines now. my 


For the best photocopies use 


Kodagraph Contact Paper 


This new paper is made by Kodak for use in all 
types of contact photocopiers. It reproduces y 
documents in dense photographic blacks, . 
clean whites . .. with new sparkle and A \ Piet 
| PF. 


legibility. And it’s easier, more eco- 
nomical to use—no more split-second <> eee ¥ 7 i 
timing or trial-and-error testing. a oy o) ~ oe 
Order it... and see for yourself, at ~ ‘ : 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD i 


es 
ee ee ee ee ee ee ee ee ee ee ee ee ee eee = 
wo ‘ z 
‘. 


Mail coupon EASTMAN KODAK COMPANY has yy 
for Industrial Photographic Division 
free booklet Rochester 4, N. Y. ee! 
Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- AS 
duction”... your free booklet giving full details on Kodagraph Contact Paper. 
Name - 
Department xi 
Company - ie” 
cy Kodalk pt 
a NEU Bic. 
Zone State 
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BS 


oo With Kock a fule 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks’’ open to make its entire contents instantly 
accessible. More than that, Rock-a-File actually 
requires less floor space than old-fashioned drawer- 
type files! 

Rock-a-File compartments project less than eight 
inches when open, “rock”? open and shut effort- 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- A 2-compartment Rock- 


practical locations become ideal filing space with @-File in private office ve, ——s 


Rock-a-File. pte © close position... — dif eT Sy: | 
: . F ’ need for user to rise; —O —_ 
And Rock-a-File is safe, too... gravity center ivst swing around in choir 7” IY V Biases * 
remains always within the cabinet; no danger of a i 


toppling, even with lower compartments empty. Cg) 


A typical vault 
installation showing 
4-compartment and 
2-compartment 
Rock-a-Files in tiers. 


at 


TLOue 
AAAS 


< 


Ce 
Am 


See your dealer or write for a descrip- For information, address Dept. O 

tive folder and name of nearest dealer 

today .. . learn how ne seth can ROCKWELL-BARNES COMPANY 
fili time, t i 

save filing time, costs and space in 35 East Wacker Drive + Chicago 1, Il 
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COMING EVENTS 


National Assn. of Cost Accountants 
May 14-15 
Central New York Business Show 
Onondaga County War Memorial 
Auditorium 
Syracuse, N. Y. 


Institute of Internal Auditors 
May 17-19 
12th Annual Conference and Exhibit 
Hotel Statler, Cleveland 


Controllers Institute of America 
May 17-19 
Midwestern Spring Conference 
Jefferson Hotel, St. Louis 
s 
National Office Management Assn. 
May 24-28 
Annual “All Purpose” Business Show 
Mechanics Hall, Boston 
34th Annual Conference 
Statler Hotel, Boston 


Controllers’ Congress 
National Retail Dry Goods Assn. 
May 25-28 
33rd Annual Convention 
Hotel Roosevelt, New Orleans 
J 
Association of American Railroads 
Accounting Division 
June 1-4 
59th Annual Meeting & Exhibit 
Edgewater Beach Hotel, Chicago 

” 
Wharton School of 
and Commerce 
June 15-July 3 
Fourth Annual Conference 
Work Simplification—Measurement 
Wharton School, Philadelphia 
«* 

Office Appliances and Business 
Equipment Trades Association of 
Great Britain 
June 16-26 
Business Efficiency Exhibition 
Olympia Hall, London 
e 
Institute of Newspaper Controllers 
and Finance Officers 
June 17-19 
National Spring Conference 
Mt. Royal Hotel, Montreal 
® 
National Machine Accountants Assn. 
June 18-20 
Second National Convention and 
Business Show 
Schroeder Hotel, Milwaukee 
6 
Butler County, Cincinnati, and 
Dayton Chapters, NOMA 
June 24-26 
Institute on Office Operations 


Finance 


Miami University, Oxford, O. 
a 
American Chemical Society 
Sept. 9-11 


Symposium: Equipment for the Prep- 
aration, Reproduction, and Utilization 
of Technical Information 
Palmer House, Chicago 
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Office Executives Assn. of New York 
1953 National Business Show 
October 19-24 
Grand Central Palace, N.Y. 


and John M. Clifford as director 
personnel. In his new position 
formerly 


development program 


of 
Mr. 
Weber will carry on the organization 


ad- 


ministered by Edward M. Tuft, who 


was recently elected vice president 


PEOPLE IN THE NEWS 


Albert F. Watters has been elected 
vice president in charge of personnel 
for the RCA Victor Division, Radio 
Corporation of America, it has been 
announced. 

RCA Victor has also announced the 
appointment of Arnold K. Weber as 
director of organization development, 


@ switch from 


charge of personnel of RCA. 


in 


3efore taking his new position, Mr. 


Watters was director of personnel f 


or 


the RCA Victor Division. He has been 


with the company since 1935, and h 


as 


been in personnel work at the divi- 


sion’s Camden, N. J. 
since 1945. 


headquarte 


rs 


Formerly manager of the personnel 


division of the company’s 


Engineer- 


ing Products Department, Mr. Weber 
has been associated with RCA and its 


this 


tibet 


can pr 
plastic bound books in 
thes 


Te 


eis bs ae 


PLASTIC 


THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today—a 
unique and beautiful example of modern 
plastic binding. Packed with illustrated 
facts and ideas. Gives complete applica- 
tion story and cost advantages of the 
GBC Binding System—as proven in 
thousands of progressive organizations 
in every field of endeavor. Here’s a 
wealth of timely and important informa- 
tion .. . absolutely FREE 
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GENERAL BINDING CORP., Dept. Om-st 
812 W. Belmont Ave., Chicago 14, Ill.4 


NOW. «+» YOU CAN DO 


GET THIS FREE PORTFOLIO-PRESENTATION 


Punch sheets and covers of any size or 
weight, quickly, occurately 


Bind up to 250 books an hour with colorful 
GBC bindings—%%¢" to 1¥_” diameter. 


RIGHT IN YOUR OWN OFFICE 


Bind all sizes of loose pages—any printed 
or duplicated material with compact 
GBC plastic binding equipment... in 
a matter of seconds. You’ll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


GENERAL BINDING CORPORATION 

Dept. OM-5 812 W. Belmont Ave., Chicago 14, Il. 
Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION that includes prices 
and applications. | understand thot there is abso- 
lutely no obligation. 


NAME ansinapemtubinnsiminmelnabint 


I 
ADDRESS__ 
CITY — 
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“He never was much for letter- 
writing when he was in college. 
But he must know how anxious 
Mother and | are... now that he’s 
off in Korea. Haven’t heard from 
him in six weeks. Of course, they 
say ‘no news is good news’... but 
I wonder. Maybe he can’t write... 
because . . . maybe he’s in a hos- 
pital somewhere. And maybe he 
needs blood. I don’t know .. . but 


I’m not taking any chances. That’s 
why I'm giving blood.” 
x | 

Yes, all kinds of people give blood 
—for all kinds of reasons. But 
whatever your reason, this you can 
be sure of: Whether your blood 
goes to a com.»at area, a local hos- 
pital, or 1or Civil Defense needs— 
this priceless, painless gift will 
some day save an American life! 


Give Blood Now 


CALL YOUR RED CROSS TODAY! 
NATIONAL BLOOD PROGRAM 


OFFICE MANAGEMENT 


AND EQUIPMENT 


Business Executives! 
V Check These Questions! 


If you can answer “‘yes’’ to most of them, 
you—and your company—are doing a 
needed job for the National Blood Program. 


Have you given your employees 
time off to make blood donations? 


Has your company given any rec- 
ognition to donors? 


Do you have a Blood Donor Honor 
Roll in your company? 


Have you arranged to have a Blood- 
mobile make regular visits? 


Has your management endorsed 
the local Blood Donor Program? 


Have you informed employees of 


your company’s plan of co- 
operation? 


Was information given through 
Plant Bulletin or House Magazine? 


Have you conducted a Donor 
Pledge Campaign in your company? 


Have you set up alist of volunteers 
so that efficient plans can be made 
for scheduling donors? 


OOO OUOUUUU 


Remember, as long as a single pint of blood 
may mean the difference between life and 
death for any American . . . the need for 
blood is urgent! 
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PEOPLE IN THE NEWS 
(Continued) 


predecessor companies since 1918, 
when he started as an apprentice. Mr. 
Clifford, who joined the company in 
1943, had served as assistant director 
of personnel of the division before 
his new appointment. An _ attorney, 
Mr. Clifford acted as chief of the Oil 
and Gas Division of the Federal Se- 
curities and Exchange Commission 
from 1937 to 1941, and subsequently 
became State Land Commissioner of 
California. 

All three men hold the RCA Victor 
Award of Merit for outstanding per- 
formance. 


Charles Sawyer, former United States 
Secretary of Commerce, has been 
elected to the board of directors 
of the 3urroughs 
Adding Machine 
ce, +t was. ae- 
nounced recently by 
John S. Coleman, 
president of the 
company. 
A member of the 
Ohio bar, Mr. Saw- 
yer first entered 
public service in 

C. Sawyer 1911 when he was 

elected to the Cin- 
cinnati City Council. In 1932, he be- 
came lieutenant governor of Ohio, 
and in 1944 was appointed United 
States Ambassador to Belgium and 
Minister to Luxembourg by President 
Roosevelt. He was made Secretary 
of Commerce in 1948. 

During Mr. Sawyer’s administration 
of the Commerce Department, a uni- 
fied program for Federal activities 
dealing with transportation was devel- 
oped; a plant security program was 
inaugurated; and, after Korea, the 
National Production Authority was 
created, to control allocation of crit- 
ical materials. 


Robert T. Pratt, assistant sales man- 
ager, has been named Eastern regional 
sales manager for the Clary Multi- 
plier Corporation, succeeding Frank L. 
Randall, who has joined the Daystrom 
Electric Company of Poughkeepsie, 
i é‘ 

The appointment 
of Pratt to head the 
Eastern branch sales 
organization of the 
adding machine and 
cash register com- 
pany was announced 
by president Hugh 
L. Clary at the San 
Gabriel, Calif., home 
office. He will have 
headquarters at Lin- 
den, N. J. 

Randall resigned the regional post 
he held since July, 1951 to become di- 
rector of sales for the Daystrom com- 
pany, electronic sound equipment 
manufacturer, it was announced. 


R. T. Pratt 


May, 1953 


Pratt started with Clary as a sales- 
man in Los Angeles in 1946 and has 
managed branch offices in San Fran- 
cisco, Portland and Seattle. He has 
been assistant sales manager for a 
year and a half and filled other execu- 
tive sales positions at the main office 
during the past five years. 

Randall, also a seven-year veteran 
with the business machine company, 
managed branches in Kansas City, De- 
troit and Chicago and was branch 
sales director before transferring East. 


THE PRESIDENCY of Horder’s Inc 
Chicago office equipment and supplies 
dealers, has been’ relinquished by 
Harry G. Horder, it was announced 
recently. Mr. Horder, who has been 
associated with the firm founded by 
his father for more than 47 years, will 
continue as a director of the company 
and as a consultant. 

Harold W. Jacobson, executive vice 
president, assumed the duties of pres- 
ident on April 1. Mr. Jacobson is also 


Presenting 
G 


directing the activities of Horder’s 
wholesale subsidiary, Associated Sta- 
tioners Supply Company. 

Mr. Jacobson, before coming to 
Horder’s, had been vice president, di- 
rector, and general operating manager 
of United Cigar-Whelan Stores Corp., 
and had practiced as an attorney in 


New York. 


Paul R. Hofmann has been appointed 
sales manager for the newly estab- 
lished wall covering division of Bolta 
Products Sales Inc., Lawrence, Mass. 
Mr. Hofmann will make his head- 
quarters in New York, and will super- 
vise all sales activities of his firm's 
new wall coverings. 

Mr. Hofmann was formerly with 
the United States Plywood Corp. as 
sales manager of its plastic wall cov- 
ering division. At an earlier date, he 
was employed by the United States 
Rubber Co. and the Virginia-Lincoln 
Corp. of Marion, Va. In the latter 
capacity, he established their research 


Our Sth Anniversary Model 


the Voice-Master DISPATCHER 


A Lou-Cost Combination Dictator-Transcriber 


e New Velvetone sound system 
e Built-in RCA oval speaker 


@ More than twice as much time per disc 


In the five years since the first Voice-Master brought magnetic 
disc dictation to the business world, this correction-tree system of 
handling letters, memos, and reports has proved to be the simplest 


to use . . . the most flexible 


and the lowest in cost. Now 


the newly designed Voice-Master Dispatcher offers still greater 
efficiency to the busy executive and his secretary. 


Also announcing at this time... 
The Voice-Master Companion 


An optional transcribing unit cost- 
ing no more than a typewriter. 


MAGNETIC RECORDING INDUSTRIES 


“Pioneers in Magnetic Disc Dictation” 


30 Broad Street 


OFFICE MANAGEMENT AND EQUIPMENT 
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Better materials mean 
LOWER LABOR COSTS 
in bookkeeping, too 


EDGER PAPER and index card stock is a 
tiny part of bookkeeping costs. So 

if quality paper and card stock will save 
time for people who work with them — 
you're interested. Parsons papers and 
cards save time and effort in these ways: 


1. Made with new cotton fibers, they last 
longer and wear better, Your people 
will waste no time re-copying records. 

2. Precise controls in making paper, and 
sheet-by-sheet inspection, result in 
uniformity so none need be discarded 
for flaws. 

3. Cards and sheets are solid, not pasted 
together. They can't split — and have 
to be replaced. 

4. Parsons surface reduces eye-strain. 

You can work on this paper longer. 

Erasing by scratcher, rubber or chemi- 

cals leaves a smooth surface, the same 

color. No need to replace a sheet or 
card — copying all earlier postings — 
because of erasures. 

6. Entries won't smudge or run on the fib- 
ers. You get neater, more legible work. 

7. Ledger paper in up to eight sizes, 
cards in up to four sizes. Both papers 
and cards in four weights. Paper in 
100% cotton fiber, 75%, 50% and 
25%. Cards in 100%, 50% and 25%. 
You can buy the sizes, weights and 
strengths for each job with economy. 

8. Both paper and card stock in up to | 
seven matching colors. Use a different | 
color for each purpose or department. 
Get the efficiency of “color-control” 
—less time wasted figuring out which 
copy of which record goes where. 


Helpful FREE Booklet on Selecting 
RIGHT PAPER For Each Job 


Get the “inside story” of what makes 
fine paper fine — why it pays to specify 
a particular strength, weight and color for 
each record. The booklet is called “Paper 
and Index Cards that Wear Better and 
Last Longer”. It tells how to buy paper 
economically. Glad to mail you one with- 
out cost or obligation. Why not complete 
and send the coupon below now? 


ag 


1 / | EASON 


CACO8 Yow). 


Yr.r.co 
os — 


PARSONS PAPER COMPANY 
DEPARTMENT 58 
HOLYOKE, MASSACHUSETTS 


Please mail me, without cost or obligation, 
booklet 
each job 


your 
on petting the right paper or card for 
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PEOPLE IN THE NEWS 
(Continued) 


and development laboratory for plas- 
tics. 


PITNEY-BOWES, INC. makers of 
postage meters and business machines, 
announced last month the appointment 
of Kenneth L. La’Cotte as manager of 
its Erie sales and service office. He 
succeeds William F. Meyers, Jr. who 
joins the company’s Milwaukee 
organization. 

Mr. La’Cotte joined 
in 1949 and was a 
company’s Buffalo and Angeles 
offices prior to coming to Erie last 
month. In his new post, Mr. La’Cotte 
will direct a program, built around a 
desk-model postage meter, to extend 
U. S. metered mail service to smaller 
businesses in the Erie area. 


sales 


Pitney-Bowes 
salesman in the 
Los 


Warren E. Albright, general plant 
manager of RCA-Victor’s home instru- 


ment department, Camden, N. J., and 
Richard C. Willman, chief design en- 
gineer for custom products, were re- 
cently chosen by their firm to take 
three-month advanced management 
course at the Harvard School of Busi- 
ness Administration. 


In announcing the selections, a com- 


pany official explained that RCA-Vic- 
schooling of 


tor sponsors the chosen 


Se 
a 
mes 


‘imperial 
desk company — 
r EVANSVILLE 7, INDIANA A 


Ce 


OFFICE MANAGEMENT AND EQUIPMENT 


company executives “as an integral 
part of its overall program for devel- 
opment of executive personnel.” The 
program is designed to fit promising 
employees for increasingly responsible 
positions, it was said, thus providing 
a reserve of trained manpower for fu- 
ture promotions in the company. 


PETTERSEN MANUFACTURING 
COMPANY of Santa Barbara an- 
nounces the appoint- 


ment of C. W. Stil- 


son as director of 
sales. Mr. Stilson 
will have his head- 


quarters in Chicago, 
and also Washing- 
ton, D. C. (in con- 
nection with U. S. 
Government activi- 
ties). 
After 
from 


C. W. Stilson 


graduation 
Harvard, Mr. 
Stilson was a branch manager of the 
Dictaphone Company, assistant sales 
manager of the Telautagraph Corpora- 
tion, and mid-western manager of the 
National Association of Manufactur- 
ers. Recently he was assistant sales 
manager, Gerlach-Barklow Company. 


AT THE CLOSE of the annual 
stockholders meeting and Board of Di- 
rectors meeting on March 30, 1953, 
Walter Bender president of The Gen- 


eral Fireproofing Company, Youngs- 
town, Ohio, announced the election of 
several new officers: 


AN EXECUTIVE CONFERENCE 
DESK DESIGNED SPECIFICALLY 
FOR TODAY'S 


WORKING EXECUTIVE 


This ‘‘man-sized’’ Conference Desk by 
Imperial gives lots of elbow-room to the 
executive who likes to work in comfort. 

It's ideal, too, for staff conferences, inter- 
views and general all-around discussions 
where lots of leg room and ample desk top 
space is needed. 

The Conference Desk is just one model in 
the complete Wiltshire line of smartly styled, 
modern office pieces. Ask to see the entire 
line at your dealer! 


wiltshire modern 
by Imperial 


Write for Imperial's Office Planning kit. . . com- 
plete with floor layout, cut-outs of standard office 
units, decorating hints, etc., and ask for name of 
your nearest Imperial Dealer. 


May, 1953 
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THE VOICE OF BUSINESS SINCE 1904 ' : 
a Sz 
_A 
7 
Bz . 
——J 
< feo! 
This internationally famous exposition, in the world’s largest : sh 
market and the world's capital of business and finance & i 
has served for half a century, presenting the newest and Pi 
te 
best in business equipment and management methods. 
a 


Daily 1 P.M. to 10 P.M. ° Saturday 1 P.M. to 6 P.M. 


° Ales 


480 Lexington Avenue, New York 18, N. ¥. ir , 
* 
Inquiries OF reservations for the : 7 
1954 Show should be directed to: = 
RUDOLPH LANG, Managing Director, 
33 West 42nd St., New York 36, N.Y. } ied 
jap 
*Survey by John T. Fosdi - » 
'. ick Associates “ 
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WHEREVER 
PENCILS : 
ARE USED... 


Saves Dollars 
for Pennies 


IN ANY OFFICE, 
wasted time is costly! You 
can’t save all of it—but with 
Mongol you can save some 
..- you'll save dollars, too! 
For Mongol pencils stay 
sharper longer...won't 
break even under eight 
times normal writing pres- 
sure. This, of course, 
means fewer trips to the 
pencil sharpener...dollars 
saved in time. 


9000M 


iat Me Wii 


yaaa vse G3HON 


One trial will prove to you 
the big difference between 
MONGOL and any ordinary 
pencil. 


He Business 
Pencil 
of te World 
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j TRADEMARKS REG. U.S. PAT. OFF. 
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PEOPLE IN THE NEWS 


(Continued ) 


E. A. Purnell, for- 
mer vice president in 
charge of sales, was 
elected first vice 
president. Mr. Pur- 
nell started with GF 
as a mail boy in 
1913, and progressed 
from that position 
to estimator, sales 
correspondent, man- 
ager of contract 
sales, assistant man- 
ager of sales, and manager of sales. In 
1936 Mr. Purnell was elected vice pres- 
ident in charge of sales, and in 1951, 
he was elected to the Board of Direc- 
tors. 


E. A. Purnell 


Alfred J. Ball, for- 


mer general mana- 
ger of furniture 
sales, was elected 


vice 
charge 
sales. 


president in 

of furniture 
Mr. Ball join- 
ed GF in 1915 as a 
clerk in the factory. 
Prior to achieving 
his present position, 
he was successively 
a district manager, 


A. J. Ball 


St. Louis branch manager, manager of 


select and authoritative 
case histories . . 


widely quoted and reprinted, 


212 FIFTH AVENUE 


Office Manage ement 


'D EQUIPMENT 


Recognizing that the reading time of any 
office executive is limited, this magazine — 
so important an office tool — each month 
presents in a brief and to-the-point manner 
information and 
. on efficient office operations, systems, 
modernization, personnel and purchasing. Its articles are 
If you are not a present 
subscribers, write for sample copy — or send $2.00 for 1 
year ($3.00 for 2 years) subscription. (If you prefer, we'll 
mail invoice.) Write today to address below: 


‘fice Mana eMent( 4 Leurmenr 


dealer sales, manager of desk and chair 
sales, assistant sales manager and gen- 
eral manager of furniture 

D. W. McClure, 
former general man- 
ager of contract 
sales, was elected 
vice president in 
charge of contract 
sales. Mr. McClure 
began working for 
GF in 1926. His for- 
mer positions with 
GF have been as 
manager of Multi- 
run Sales, Cleveland 
branch manager, contract 
ager, general manager, 


sales. 


D. W. McLure 


sales man- 
contract sales. 
Announcement was also made of the 
re-election of the following officers: 
Mr. Bender, president; L. B. Mc- 
Carthy, vice president in charge of 
operations; D. K. Phillips, secretary 
and treasurer; M. F. Ogram, assistant 
secretary and assistant treasurer 


AT THE 


holders of 


annual meeting of 
Globe-W ernicke 


following were 


stock 
Co., the 
reelected to the board 


for a year: John J. Rowe, chairman: 
DeWitt W. Balch; Gus FP. Doll: 
Joseph B. Hall; Norman S. Hill; Al- 
fred C. Howard; Raymond J. Kunkel; 
William L. McGrath; Harold W 
Nichols; Waldo E. Pierson; Elmer G 
Rahe. 


iti 


NEW YORK 10, N. Y. 


Published by GEYER PUBLICATIONS — Est. 1877 
Also publishers of GEYER’S TOPICS, THE GIFT AND ART 
BUYER, SPORTS AGE and Trade Directories 
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Write for this booklet today... 


You are invited to investigate these precision Reynolds & Reynolds specializes in the manufac- 
made, low cost standard accounts receivable State- ture of top quality, custom made Statements and 
ments and Ledgers ... . designed to fit most types _—_ Ledgers designed to your individual requirements. 
of desk model accounting machines. Fill in and mail the coupon today! 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send the free, informative booklet on Reynolds & Reynolds 
Accounting Machine Stat: ts and Ledgers 


Lhe 
-REYNOLDS& REYNOLDS 


Make of Machine Model = 

Company Name are 

BUSINESS FORMS SINCE 1866 Firm Name = 

S & Fak @. we a Soe Address - 
SALES OFFICES IN MOST PRINCIPAL CITIES City State a 
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Does Your Secretary = 


Write Your Letters Longhand? 


Of course not. She has a typewriter to 
save time and to work efficiently. 


And is her desk also designed to help 
save time and money? Is your accounting 
department equipped with the new style 
desks that reduce time and effort? 


look around your office. If it isn't as 
efficiently pl d and equipped as your 
production line, you are losing money . . . 
wasting profit. 


Your Indiana Desk dealer will be glad to 
show you how to plan your office for maxi- 
mum results, and demonstrate the many new 
time and effort saving features of Indiana 
Desks. Write us, if you don't know his nam-. 


tnctana desk co. 


JASPER, INDIANA © U.S.A. 


WITH THIS 
PORTABLE 
DESK SIDE 
FILE UNIT 


orthwest 


NAGERIAL FILE 


Once installed here is a file that will 
prove indispensable in your work be- 
cause of your increased efficiency and 
convenience .. . it is highest quality 
throughout, built for service and comes 
in 4 models to harmonize with the finest 
office surroundings. Desk-high with 
sliding, fall-away top, the “V” expanding 
front enables you to locate material 


immediately even without removing 
from the file. Made in both letter and 
legal size . . . letter size $53.75 F.O.B. 


Green Bay. 
Order today on money back guarantee 
or write for complete details. 


NORTHWEST METAL PRODUCTS CO. 


1337 E. MASON 4 @ GREEN BAY, WIS 


} . 
ensuimg year: 


} vice 


| Coast 


PEOPLE IN THE NEWS 


(Continued) 


Following the annual meeting, the 
board reelected these ofticers for the 
Alfred C. Howard, pres- 
ident and general manager: R. Herman 
Hammer, vice president—Finance, sec- 
retary and treasurer; Elmer G. Rahe, 
vice president,—Sales; Melbourne H. 
Steil, vice president—Production; and 
Frank E. Kebler, assistant treasurer. 


Roswell E. Hubbell has been named 
assistant general sales manager for 
\udograph Co. of 
New York. Former- 
ly sales manager of 
Audograph’s Phila- 
delphia’s office, he 
will be replaced at 
that post by Hol- 
lingshead N. Taylor 
Jr. 

Mr. Hubbell was 
at one time regional 
manager oi the Lan- 
ier Co., Audograph 
distributors for the South and South- 
west. Mr. Taylor, prior to joining 
the Philadelphia branch, was associ- 
ated with the Rudd-Melikian and Kel- 
lett Aircraft corporations. 


R. E. Hubbell 


Frank M. Pollock, president of the 
Buckeye Ribbon and Carbon Co., has 
announced the elec- 
tion of Walter A. = ges 
Wipper as executive 
president and 
general manager. 
Mr. Wipper has also 
been elected to the 
Juckeye Co. board 
of directors. 

Mr. Wipper has 
been vice president 
and general sales 
manager of the 
company since 1951, when he came to 
its Cleveland headquarters from New 
York, where he had served as East 
manager. He has been in the 
carbon and ribbon industry for the 
past twenty years. 


W. A. Wipper 


Norman D. MacLeod hias been ap- 
pointed assistant district manager of 
Underwood Corp.'s 
national district, 
with headquarters in 
Washington, D. C. 

M r. M ac Leod, 
who was formerly in 
charge of the com- 
pany’s Boston office, 
joined Underwood 
as a salesman in that 
city in 1922, and was 
later made manager 
of the Worcester, 
Mass., office. In 1936 he was promoted 
to sales manager of the supply divi 
sion, and advanced to sales manager 
of the adding machine division in 1940, 
In 1942 he was transferred to Wash- 
ington, and later served in the Army. 
He was discharged a major 


N. D. MacLeod 
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On the job! 


Our volunteer speakers are 
saving thousands of lives today 
...in factories and business 
offices . . . at neighborhood 
and civic centers .. . at social, 
fraternal and service group 
meetings all over this land. . . 
by showing people what they 
can do to protect themselves 
and their families against 
death from cancer. 


To find out what you yourself 
can do about cancer, or if you 
want us to arrange a special 
educational program for your 
neighbors, fellow-workers or 
friends, just telephone the 
American Cancer Society 
office nearest you or address 
a letter to “Cancer,” care of 
your local Post Office. One of 
our volunteer or staff workers 
will be on the job to help you. 


American 
Cancer 
Society 


May, 1953 
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One significant solution lies in the 
extensive use of airborne automatic 
equipment, including electronic digital 
computers, to augment or replace the 
human element in aircraft control. 


AT HUGHES Research and Develop- 
ment Laboratories each problem is at- 
tacked basically, beginning with systems 
planning and analysis. This consists of an 
exhaustive examination of the require- 
ments of a problem, together with an 
evaluation of the best means for satisfying 
these requirements. The objective is to de- 


Attend the 
NATIONAL OFFICE MANAGEMENT 
ASSOCIATION EXPOSITION 


Boston, Massachusetts 
May 25-28, 1953 
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consistent with a superior performance. 


These techniques, employing many 


special talents, are responsible at Hughes 
for the successful design, development 
and production of complexly interacting 
automatic systems for all phases of elec- 
tronic control of interceptor navigation, 
flight control, and fire control. Similar 
accomplishments may be pointed to in 
the guided missile field. 


Methods of systems planning and anal- 


ysis responsible for achievements in the 
military area are also being applied at 
Hughes to adapt electronic digital com- 
puter techniques for business data proc- 


sign the simplest possible mechanization essing. 
Sahil a ic sh ei ssa aaa On . 
Address: | ' 
: ' Y \ ' 
scIentiFriIc asp | HOUGHES , 
ENGINEERING STAFF ! Research ; 
Culver City, Los Angeles County, | and Development : 
California! Laboratories ' 
\ ' 
3 


The complexity of modern 
air defense—extreme aircraft 
speeds, highly complex weapons, 


new combat strategies, the advanced 


state of today’s technology—poses 
serious problems for the 
scientist and engineer. 


Dr. E.C. Nelson (left), Head of Computer 
Systems Department, and J. H. Irving, 
Head of Systems Planning and Analysis 
Department, discuss a problem in the 
systems planning and analysis stage. 
PHY SICISTS 

AND 

ENGIN EERS 

Hughes activities in the computer field are 
creating some new positions in the Systems 
Planning and Analysis Department. Expe- 
rience in the design and application of 
electronic digital computers is desirable, but 
not essential. Analytically inclined physi- 
cists and engineers with a background in 
systems work are invited to apply. 


ASSURANCE IS REQUIRED THAT 
RELOCATION OF THE APPLICANT WILL 
NOT CAUSE DISRUPTION OF AN 
URGENT MILITARY PROJECT. 
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PEOPLE IN THE NEWS 
(Continued) 


AT THE ANNUAL meeting of stock 
holders held April 14 at the offices of 
the Old Town Corporation, in Brook- 
lyn, N. Y., the board of directors was 
increased from seven to fourteen mem- 
bers and directors 


for the ensuing 
year were elected. The 35-year-old 
firm manufactures spirit duplicating 
machines, carbon papers, inked rib- 


bons, hektograph and spirit carbons, 
printed masters and duplicating sup- 
plies. 

Nine new directors were elected: 
E. S. Duffield, executive vice president 
of the Cincinnati Enquirer, Inc.; W. 
F. Finley, assistant vice president of 
Bankers Trust Co.; A. H. Gordon, 
partner, Kidder, Peabody & Co.; J. 
H. McGraw Jr.; J. H. McGraw, III; 
B. R. Putnam; C. S. Roberts; E. E. 


The Olivetti Fully Automatic Caleu- 
lator offers e a permanent record of 
all calculations and results on printed 
tape e automatic credit balance and 
combined operations features e fully- 
automatic calculator features com- 
bined with high-speed, high-capacity 
adding, subtracting and listing e 
trouble-free dependability. No spe- 
cialized operators required. More than 
10,000 now profitably serving large 
and small American businesses. 


Wilson, formerly president, Hamilton 
Standard Propeller 
Corp., Sikorsky Avi- 
ation Corporation, 
Chance - Vought 
Corp., and United 
Aircraft Corp.; and 
A}. Ziad 3. Ss 
McGraw, Jr., for- 
merly chairman and 
president of the Mc- 
Graw Hill Publish- 
ing Co., Inc., whoJ- H. MeGraw Jr. 
recently acquired 
controlling interest in the corporation, 
was elected chairman of the Executive 
Committee, and chief executive officer 
of the company. C. §. Roberts, was 
elected president; B. R. Putnam, vice 
president and treasurer; and A. J. 
Zino, vice president and general sales 
manager. 

J. S. Eaton, who founded the busi- 
ness 35 years ago, remains as a direc- 
tor. P. A. Batchker, formerly presi- 


olivetti 


Olivetti Salesand Service extends through 
90 countries on five continents, with main 
plants in Italy, Scotland, Spain, South 
Africa and Argentina. Now 420 dealers 
in the United States serve more than 
7,500 companies using Olivetti Fully 


74 


oa 


Automatic Calculating Machines. For 
information on Olivetti products avail- 
able in the U.S. A. and a demonstration 
at your office, write to Olivetti Corpora- 
tion of America, Dept. K., 580 Fifth 
Avenue, New York 36, N. Y. 


was elected chairman of the 
board. Both will remain active in the 
business. In addition, H. A. May, J. 
E. Magnus, and D. S. Sharpe con- 
tinue as directors of the corporation. 


dent, 


MANUFACTURERS’ LIST 
(From page 51) 


Standard Duplicating Machines 

1935 Revere Beach Pkwy., Everett, Mass. 
Thomas Mechanical Collator Corp. 

30 Church St., New York 
Toledo Scale Co. 

1083 Telegraph Rd., Toledo 
Triner Scale & Mfg. Co. | 

2716 W. 2\st St., Chicaac | 


FLOOR COVERINGS 
American Biltrite Rubber Co. 
Trenton, N. J. 
Armstrong Cork Co. | 
Lancaster, Pa. | 
Bigelow Sanford Carpet Co. 
140 Madison Ave., New York 
Bonafide Mills 
295 Fifth Ave., New York 
Congoleum-Nairn Co. 
195 Belgrove Drive, Kearny, N. J. 
Cork Insulation Co., Inc. 
155 E. 44th St., New York 
Danbury Rubber Co., Flooring Div. 
Danbury, Conn. 
Delaware Floor Products 
295 Fifth Ave., New York 
Duraflex Corp. 
411-13 E. 25th St., Baltimore 
Flintkote Co. (Industrial Flooring Div.) 
30 Rockefeller Plaza, New York 
Fremont Rubber Co. 
2400 West State, Fremont 
Goodall Fabrics 
525 Madison Ave., New York 
Goodyear Tire & Rubber Co., Rubber Tile 
Div. 
1144 E. Market, Akron 
Hachmeister, Inc. 
P. O. Box 357, Pittsburgh 
Hood Rubber Co. 
Nichols Ave., Watertown, Mass. 
Johns-Manville Corp., Asphalt Tile Div. 
22 E. 40th St., New York 
Kentile, Inc. 
58 Second Ave., Brooklyn 
Magee Carpet Co. 
295 Fifth Ave., New York 
Mastic Tile Corp. of America f 
Newburgh, N. Y. 
Mohawk Carpet Mills 
295 Fifth Ave., New York 
Oxychloride Cement Association, Inc. 
1028 Connecticut Ave., Washington, D.C. 
R.C.A. Rubber Co. 


Ohio 


Ohio 


Ohio 


mT 


1833 East Market St., Akron, Ohio 
Robbins Floor Products, Inc. 

Tuscumbia, Ala. 
Rubber Products, Inc. 

Tampa & Washington Sts., Tampa, Fla. 


Shelton Looms 
Shelton, Conn. 
Sloane-Blabon Corp. 
295 Fifth Ave., New York 
Thomas Moulding Floor Mfg. Co. 
228 N. LaSalle St., Chicag 
The Tile-Tex Co., Inc. 
1232 McKinley Ave., Chicag 
U. S. Plywood Co. (Leatherfloor) 
55 W. 44th St., New York 
Uvalde Rock & Asphalt Co. 


Hoats.., Ill. 


P. O. Box 531, San Antonio, Tevas 
M. J. Whittall Associates 
Worcester, Mass. 
| Wright Mfg. Co. 
5223 Post Oak Rd., Houston 


OFFICE MANAGEMENT AND EQUIPMENT 


May, 1953 


*.. 
: 
j | | 
; — ee 
ae 
we 
¥ 
f u ie . 
2 : ; is ie ‘ 
é ee. — eitaw tie | 
a ¥ | 
q 7 s es oe 406 
ye Ra va g y J J ea 95 a 
a JIS OR VSe | 
ae oS Jj @ 52 4 
x Gm mm 9 
——_— = 
z ? | lies os ime 
ae ave «a vy) geay. = —_ 
ae are Me . er 
ot oaaigs! [ 7] / * s\ he Sy < 5 . i SS 
i Kao 4/1 /| q \\ Lf ) To25 2 
BR antine F aR 
me rte a ee 
mm Wy a We 
-m wy We Way win 
Be. T1777 “, 4 Sil LZZ Sd 
ce. Ys WY Sa Wy a 
PP = a 
‘' a o OS et Mee a | ee 


TL DO YOU 
PURCHASE OFFICE SUPPLIES? 


Do you desire the Best in Specials? 
For example: 


¢ Carbon sewed in Binders 
¢ Carbon for Ozalid systems, for Duplicating Systems 
* Opaque Ribbons for Photography 
¢ Carbon Ribbons for |.B.M. or other machines 
* Carbon in School Folders 
¢ Sharp, Clean Carbon for Accountants’ Balance Sheets 
* Varityper Carbon 
* Ribbons or regular Typewriter or Pencil Carbon 
* Silk Ribbons 
¢ Nylon Ribbons 
¢ Addressograph, Tabulating, Teletype, Checkwriter 
* Ribbons for |.B.M., Interpreter, Printer, Bank 
Proof or Executive machines 
* Ribbons for Offset work, Laundry Marking Ribbons 
* Opaque ribbons for Blue Print, Stencil cutting ribbons 
* Checkwriter ribbons, Speedaumat, etc. 


Whatever you use, the Kee Lox Mfg. Co. is known as 
Headquarters for all special widths or lengths of 
inked ribbons. 


WRITE 


KEE LOX Mfg. Co., Rochester 1,N. Y. 


or any of its 32 Branches in the larger Cities of the U. S. A. 


Special Export Prices for orders shipped abroad. Agencies open 


in Foreign Countries. Write, attention Export Dept., Rochester 
L276 aA. 
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Exit Interviews Cut Exits 


(From page 24) 


to-the-people-that-know-the-people” approach, as they 
phrase it—while Dun & Bradstreet Inc. believes work- 
ers will talk less self-consciously when seated across the 
desk from someone not so personally involved with 
their problems. 

“It is preferable to have the exit interview made by 
someone other than the employee's immediate super- 
ior,” reads an instruction sheet sent by Dun & Brad- 
street to its branch office managers. “The reason for 


interviewing can be potent “preventive medicine” — 
that the gripes of outgoing workers can be valuable 
guides for management in preventing other employees 
from leaving too—they do not agree that the inter- 
view is equally potent in “salvaging” the particular 
worker, the particular Miss Keith, of the moment. 

Actually, at exit interview time, how “salvageable” 
is the worker who for one reason or another insists 
she wants to leave? 

Some personnel people will answer that the chances 
of retaining a worthy emplovee hinge largely on the 
“controllable” or “non-controllable” factors in’ the 
case. “Non-controllable” resignations, it is pointed 


this is that usually the employee will feel more free 
to comment on such matters as working conditions, 
training, and supervision, if he is talking to someone 
less directly connected with these situations than the 
person who supervised him.” 

The Dun & Bradstreet interview technique, inci- 
dentally, is unique in its use of a two-part question 
form—the front half for employee’s remarks, the re- 
verse for supervisor's comments and appraisal. Both 
halves are later compared and analyzed by the super- 
visor and department head “in an effort to find out 
what went wrong.” The company believes this ap- 


out, include those for marriage, pregnancy, or health, 
the fact that a worker is moving (currently a com- 
mon excuse, with today’s great suburban growth), 
and, in line with that, burdensome commutation— 
Miss Keith’s excuse. By their very nature, there is 
no chance of overcoming these factors. Excuses con- 
sidered “controllable” however, can include those 
made in the name of low wages, dissatisfaction with 
the type of work, friction with supervisors, and the 
like. Of these, money is probably the most common 
complaint, particularly among younger workers. 
Commented one personnel manager, “They say 
they want more money, and if they're the kind you'd 
like to keep they have you in a corner. You tell them 
they'll be due for a raise the first of next month any- 
way, so why not stay. Maybe they're due. maybe 


QUALITY and VALUE 
Are Reflected in 


JASPER CHAIR CO. CHAIRS! 


OFFICE CHAIRS that are handsome and modern . . . 
combined with comfort and durability. The Finest quality 
of selected materials. combined with expert craftsman- 


ship. 


proach “encourages local management to do a bit 
more careful post mortem than they would do with- 
out it.” 

While most personnel executives agree that exit 
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Let these “Famous” Chairs impart dignity and strength 
to your office .. . they're built to last and properly designed 
for “round-the-clock” comfort. 


If you are seeking Quality and Value .. . see your 
nearest Jasper Chair Co. dealer or write Dept. 22 for 
complete details about. . . 


“The RIGHT CHAIR at the RIGHT PRICE” 


Visit Our Display 
NOMA Convention, WOFI Booth, 
Mechanics Hall, Boston, 
May 24-28 


Jasper Chair? 


A modern plant manufacturing QUALITY Chairs of dependable WOOD 
OFFICE MANAGEMENT AND EQUIPMENT 


By Invitation Member RICE 
LEADERS OF THE WORLD 
ASSOCIATION, 


CH 
IS 


>; = 
gyfer” 
pau” 


May, 1953 


a es 1 | lela erm A ee i caer ee Tm FE 
_ +0 4 . ee eas x i i a ae “| ae | ee aN 4 .. ; 
“an ; eel te : as ni eM « ae , ee Bone 2 é aM 
am «ap ” a ' 
re : 
Ry 
cha 
Gare" 
$3] ee 
eee 
ae 
a 
an = 
Shan 
ie 
‘a 
ae 
ey 
sae, 
- . 
* a 
2 
iu. 
io | 
‘wall 
ae 
dio 
A tt 
eer 
a +e 
| elas 
Bay) 
eRe 
Paes 
ee 
4 as . 
aa 
ae 
yt Me 
ee a 
; * 
e ee TS eee 
ee Ta tee Ce , “ad 
x d & wt . “ , ~ " } 
25 IS ; Py f 
ie . Apes ay | 
Po ee * 
how mig ii he ee 4 
fe i t Solin Ei i re i, is £ 
p iad “ ; Rs 4 ; 
a i 5 Paes 5 : 
i: i ee bee i! 
ae ie eet” a 
‘A “* Sse A " e “A j 
ae o> See? * eee 
ee Se a ee see ae 
a ewes ve Ch ee? i 
oe 
“it bs . a : res * is ie gi 2 
i: ~ wy he eee 
re oi \ Ls, Ex aie a 
ar ae cL = 
fre: ( off j 
ais. f ‘ 
aie Teenie ote 
S\ eet Peck eee > , 
) Mean oi. 5, cana " ita a Pras 25. 98 ; ij 
esl = ra | “3 Race is: bes = Sere , f 
eg a As OO ae ‘ > ' 
ae ee : ay eae AT ne sit CR Ebel ee, cs aa 
ie 4 aa . 
= SoM kee le - 
al. Are % wal as +5 ae a - 
we Sy: ay i Fhe 
ist ape 4 a 
i <a ~ 
ye os mt wea oats = 
See Bo - ; 
eh, O° rer P 
i iti "Pel ae 
Sliiadlge ee 
by . ~~ 
Ry % : 
coe No. 884 3 
a so hy “a 
et ——> 
| 
ae 
ae \ 
Eis: ie 
pe 
eat | . - 
mt 
i 
4 oie 
as ” a 
Ra it 
ae ; ae: 
Pe: : ae 7 ae ; Bh 2 ae e Ae ara ae 
ae a ie ex a “Ke SSeS, aa a > aie } aa we ; 
es - 2s yale — = ae. ome ‘ J 4 
: iialal: 7 thy ge Tt * 2s oP ci) a - ae — : 


ee 


pes sae re 


“Fairfax continuous towels used by Munsingwear, Incorporated are 
supplied by American Linen Supply Company of Minneapolis 


Cotton Towels Cost Less and are Preferred 


by Our Employees Says Munsingwear 


Here’s How 
Linen Supply Works... 


You buy nothing... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 
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Faitrtax Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 


e Munsingwear is an old and respected trademark in the 
textile field. Best known for their mens’ and boys’ T shirts. 
underwear, socks, pajamas and sportswear, their trade- 
mark is a recognized standard of quality on ladies’ hosiery, 
lingerie and foundation garments. Munsingwear, Incor- 
porated employ more than 2,200 in their Minneapolis plant. 

Munsingwear management has found plant washrooms can 
be kept cleaner and tidier, and at lower cost, with continuous cot- 
ton towel service. Their employees are happier, too, with the 
greater comfort afforded by clean, absorbent cotton towels. 

Whatever vour towel problem ... whether you operate a 
factory, institution, office or store... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. 

For free booklet that tells how cotton towel service will 
save you money, increase sanitation, efficiency, write Fair- 
fax, Dept. D,65 Worth Street, New York 13. 


Clean Cotton Towels... 
Sure Sign of Good Management 


WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
OFFICE MANAGEMENT AND EQUIPMENT 
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it’s not 
just a 
wastebasket— 
it’s a 


New Rectangle— 5A 


VUL-COr 


TRADE MARK 


When you buy Vul-Cots, you are getting more than 
a mere receptacle for holding waste paper. You are 
buying economical waste handling. for vears. Every 
Vul-Cot you purchase carries with it a 5-year 
guarantee. Cut your maintenance and replacement 
costs—end your waste handling worries now—just 
say Vul-Cot. 

The two Vul-Cots illustrated are new in the line. 
All Vul-Cots are made of hard vulcanized fibre, 
they look better and last longer. Colors do not chip 
off; double rolled tops do not break. They are light- 
weight, noiseless . . . exclusive bonded seam con- 
struction gives added strength. Vul-Cots do not 
crack, splinter, dent, rust or corrode. Standard 
colors: maroon-brown and olive-green. Write today 
for catalog price sheet— Dept. OM-5. 


For Sale by Stationers and 
Office Supply Houses Everywhere 


National 
VULCANIZED FIBRE CO. 


Wilmington * Delaware 
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they're not. It’s a deceitful practice, but its done 
again and again.” 

And, say adherents to the “controllable, non-con- 
trollable” viewpoint, if it develops that supervisory 
friction or dissatisfaction with the work actually were 
behind an employee's desire to leave, then possibly a 
re-evaluation of the worker, and the promise of an- 
other job can still “salvage” her. 

Opposing this view are executives who contend that 
the average worker's mind is so inflexibly made up by 
time her exit interview is held, that it is then quite 
futile to speak of “salvaging” her. (A survey in the 
Cleveland area not long ago revealed that well over 
75 per cent of the firms questioned conducted exit 
interviews “just prior to [the employee's] leaving.” 

It would seem, though, that exit interviews held 
closer to an employee's notice of resignation, instead 
of in the last hours of her final day, could retain many 
a worker who would be inflexibly “lost” if a discus- 
sion of her case is too long delayed. 

GOVERNMENT PATTERN FOLLOWED 

While no single interview program can suit all 
cases, the fundamental procedures developed as a 
wartime measure by the Civil Personnel Division of 
the Federal Government still serve as a satisfactory 
point of departure. Below is an outline of this gov- 
ernmental program: 

1) Talk with the employee briefly about something 
of interest to him in order to establish a pleasant re- 
lationship. 

2) While it is mutually understood what the reason 
for the interview is, it is well to say so inlormally in 
order to bring the conversation around to the prin- 
cipal topic of the interview. 

3) Give the employee every opportunity to tell why 
she wishes to resign; avoid asking questions or in- 
fluencing her statements. Listen attentively; be inter- 
ested. Attention to all statements is important for 
directing the interview to an effective conclusion. 

}) When the employee finishes her statement, the 
interviewer guides the conversation from that point 
by questions in an attempt to determine the true 
reasons for the emplovee’s dissatisfactions, and, i 
possible, to help her satistactorily adjust these prob- 
lems. For example: a) Ask for specific information 
about the situation described. b) Ask how she expects 
a change to benefit her, pointing out any fallacies in 
her reasoning. c) Ask the emplovee if she has ex- 
plored the possibilities of securing greater satisfaction 
in her present situation. d) Suggest ways in which the 
present situation might be improved to her satisfac- 
tion, and pay careful attention to her reactions. e) 
Attempt to restate in specific terms the problems she 
may have, and encourage her to try again with the 
suggested changes or alterations. 

5) The interview should be closed on a friendly 
note with the emplovee (who is leaving voluntarily) 
feeling that she will be sincerely welcomed if she 
cares to return. It is important to catch any last- 
minute “off-guard” statements that may be significant, 
and to imsure a mutual understanding of any ar- 
rangement that may have been agreed upon. 

But the success or failure of any exit interview pro- 
gram, it would seem, depends not so much on the 
pinpoint accuracy with which forms are completed, 
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with revolutionary, new: 
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CHECK ALL THESE BENEFITS 


FOUND ONLY IN 


TRANSCOPY DUPLEX 


Single Unit 


Economical 

¢ No Installation Charge 
« Use Anywhere 

« Compact — Sturdy 
« Any Length Copy 
¢ Clean 

* Versatile 

¢ No Darkroom 

¢ No Running Water 
¢ No Drying Time 

¢ Positive Prints 

* Fastest Method 


¢ Simple to Operate 


100°. Accurate 


Two Models 


GET ALL THE ANSWERS ‘°" - 


IN FREE FOLDER  *""tss- a. 
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GB SINGLE- UNIT TRANSCOPY DUPLEX 


Remington Rand has done it again. Now a single-unit machine is 
available for the Transcopy method of photocopying... the brand- 
new Transcopy Duplex. This space-saving, time-saving, work- 
saving development gives you, in seconds, positive ready-to-use 
photocopies of any record, written, printed or drawn — up to 1442” 
wide and of any length. 


HERE'S HOW TRANSCOPY DUPLEX WORKS 
Insert the document to be copied, with a sheet of Transcopy 
negative paper, in the front slot of the unit. Electrically driven 
belts carry the sheets thru the unit exposing the print and ejecting 
both sheets thru the second slot. Return the original to normal use 
and insert the exposed negative sheet with a sheet of positive 
Transcopy paper in the third, for development. Again, electrically 
driven rollers pull the sheets thru the developer and eject the 
sheets from the rear slot. Wait just a few seconds for printing to 
take place, separate the sheets and you have a perfect, ready-to- 
use positive print — black printing on white background. 


room 1931 315 FOURTH AVE. 
NEW YORK 10, NEW YORK 


| 


mn € 


Gentlemen: I am most interested in finding out how I can use 
the Transcopy photocopying method in a single machine. Please 
-send me, without obligation, free folder P-344 explaining in 


detail the operation of Transcopy Duplex. 


NAME , __ POSITION. 
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nor on the thoroughness of conversations between 
workers and personnel executives. Rather, it appears 
its effectiveness is more closely tied with the sperit in 
'which the entire project is approached, in its orderly 
integration with other personnel tools at manage- 
ment’s disposal, in the honest backing and encourage- 
ment it receives from the organization's top-echelon 
othicers. 

Po quote again from the Dun & Bradstreet instruc- 
tions to branch office managers: “The printed ques- 
tions on any exit interview form, or anv form for 
post-termination analysis, are of far less importance 


Time-Saving Utility Eraser ‘av the skill and understanding with which the 


supervisor, department head, or manager conducts 
° ° ’ ER: F hi : 
ooms To New-Popularity High f the interview, and the thoroughness with which man- 
agement analyzes the various factors in an effort to 
Here’s the newest, most convenient, most economical, @scertain “Why did this employee resign?’ or “Why 
eraser time-saver in decades. Cylidrical stick eraser en- did he have to be dismissed? 
eased in attractive transparent plastic holder, is usable An fonest appraisal here can turn the exit inter- 
down to the last fraction of an inch! view—no matter what its particular format or de 
Holder can unscrew so eraser-stick er sign—into a valuable weapon which will help man- 
be moved outward. Won't roll off desk! agement do the good job it wants to do just that 
Outstanding for clean, accurate eras- 
ing! 


BRUSH WHISK STYLE FOR TYPISTS Tools of the office 


_ (From page 59) 

‘_\_ HANDY, POCKET CLIP STYLE | | | | 
y FOR GENERAL USE above the water level in the reservoir, the capillary action 
of the metal passageway, and the surface tension of the 
Companion to pocket fountain pens, Water at the envelope slot, all combine to overcome gravy- 
for executives, engineers, artists,| ity and hold the water from flowing out of the slot. The 
students. envelope flap, passing over the slot, creates suction which 
draws just the right amount of water from the reservoir 
to moisten the flap.” Models G and R close envelopes by 
Red rubber for erasing "cans of a “self sealing stack” which is designed to pre 
vent squeezing out of surplus water, gumming of the 
mechanism, dislocation of the flap, and iniury to mail mat 
copies. Gray rubber for yo, 
erasing ink writing and /elivery. Immediate. 
typewriting. Refills. 


much. better! 


pencil writing and carbon 


=MADE IN U2. 


—_—* 


K 


Wis 


Thomas Collators Inc., offers a device (illustrated, p. 53) 
which the firm claims permits one girl to assemble papers 
“in less time and with greater efficiency than five girls can 
e do it by hand.” It can result in cost savings of from 40 to 
70 per cent, Thomas asserts. 

Specifications. The collator will accommodate from two to 

ORDER A TRIAL DOZEN 16 sheets, ranging in size from 3 x 8 inches to 19 x 24 
JETS TODAY FROM YOUR inches. Speeds to range from 6.000 to 20,000 sheets per hour. 


Wo B2TOSET. 


DEALER! Prices. Costs range from approximately $100 to $1,000. 
3 : sae ; 
Npecial features. Pages to be collated are placed in bins, the 
ry maker explains. As the operator depresses and releases a 


foot pedal, the top sheets are pushed out by rubber-tipped 

“tingers.” The operator then grasps the collated sheets in 

WELDON ROBERTS one motion, jogeing them straight while depressing the 
RUBBER c ©. pedal for the next set. 


. Availability. Delivery is immediate. Thomas says 
365 Sixth Avenue 
Newark J, wd. Triner Scale & Mfg. Co. markets the model 803 automatic 


scale for air mail and general mail computing. 

— Specifications. The model is offered in capacities of 20 
Specialists ounces, and 3, 4, 5, and 8 pounds—all with graduations of 
a half ounce. Dimensions: platform, 6'2 x & inches; overall 
height, 1434 inches: width at dial, 14'4 inches; base 7 x 12 
inches. 


World's Foremost Eraser 


Price. Costs vary from $107 to $125, depending upon the 
model and geographic location of the purchaser. 

Special features. Model 803 computes postage for all types 
of mail, both surface and air, up to the capacity of the par- 
r | ticular scale. The chart is easily read, and easily changed 

if new postal rates come into effect. Of all steel construc- 
tion, the unit has no cast iron parts and no springs, and 
operates on a “twin pendulum (gravity) system with com- 
pound levers for sensitive and sustained accuracy.” 
Availability. Prompt delivery is generally available. 
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Offices Need Job Evaluation 


(From page 28) 


3. Regular contacts with other departments fur- 
nishing or obtaining information or reports requir- 
ing tact to avoid friction. Occasional outside contacts 
involving no decision without approval of the next 
higher superior. 

j. Regular outside or interdepartmental contacts 
where improper handling will affect operating re- 
sults. 

5. Regular outside and interdepartmental contacts 
with persons of substantially higher rank on matters 
requiring explanation, discussion, and obtaining ap- 
provals. 

Financial Responsibility: Financial responsibility 
defines the responsibility of the individual either in 
handling money, inventories, or contracts, or involv- 
ing the company through negligence or mistakes in a 
financial loss. 

1. No financial responsibility. 

2. Handling of company’s monies or inventories 
up to $500 on authorized voucher. 

3. Handling of company’s monies or inventories 
up to $5,000 on authorized voucher. 

j- Handling of company’s monies or inventories 
up to $25,000 and can negotiate contracts up to 
55,000. 


5. Can authorize expenditures up to $5,000 or ne- 
gotuiate contracts up to $25,000. 

Accuracy of Work: Accuracy of work is the re- 
quirement for an emplovee to avoid crrors detriment- 
al to the company. 

1. Small responsibility; mistakes have a negligible 


effect. hes 
y > ¥ 
2. Work must be accurate; errors usually detected i 
in succeeding operations confined to a single depart- * 


J ah 

ment. ac 
y é <<, 

3. Work must be accurate and thorough: errors re" j 
may involve small loss of production, waste of mater- args 


ial, or difhculty with emplovees or outside contacts. : 
j; Work must be handled very thoroughly and 


a if . 
with great accuracy; errors may involve considerable s 
4 loss of production, waste of material, damage to x. 
equipment, or difhculty with emplovees or outside 


contacts CHEERS FOR CHAIRS ae 


Psy 
5. Final responsibility for correctness of all figures: . i 
enaete ie an a “ a r Have you ever stopped to think that of all office ae 
s ( oO te q = > oY otr > g e e . . . Fs, /! 
pega an a rae wi ey oe Vey See equipment, only the chair is an active mobile thing 4B 
Oo the companys best interests. i that must conform to the physical habits and proper- a 
Supervisory Responsibility: This attribute evalu- ties of the user? = q 
ates the responsibility for directing or instructing This means that proper seating is necessary in keep- é &: 
others in their work, ing over-head costs down by maintaining peak fh. 3 
1. No responsibility for work of others. ciency of your office force. at 
2. Part-time supervision over two or three em- i 
ployvees in the same occupation, performing the same FINE-REST — —— cgi oe wre 
work most of the time as those supervised. No re- all this and to beautify your office as wen, at @ moder- ae 
r pervised. No re “eee | id + it a 
ar ate, self-liquidating cost. It would pay you to write ie 
sponsibility for costs, methods or personnel. 


us for the name of your nearest FINE-REST dealer. 


3. Immediate supervision over a group ol em- 
plovees where most of the time is spent assigning, re- “america’s Standard of Business Seating” 
viewing and checking work where procedure is stan- 
dardized. 


. 2s 
j. Direct supervision of a section or department ALUMINUM SEATING 48 


Ler , i ; ° 4 ° RON 8,OHIO 
where responsibility for results rests primarily with a SCteey Stacey seantot.xicding ¢ 
the next higher level of supervision. Disthibuler wetnororitan Ww. ¥. & EXPORT DISTRIBUTOR 

7". 
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the YELLOW ‘BOX LINE is best! 


Time- tried... quality - proved 
... USer-preferred! 


In millions of offices Oakville’s Yellow 
Box Line of paper-fasteners is always 
specified as the standard of quality, 
uniformity, and full count. Office Man- 
agers simplify their buying, stream- 
line their inventory, and lower their 
handling costs by obtaining the com- 
plete assortment of Yellow Box items 
they need at one time—with one order 
—on one invoice—in one shipment. 
Best of all, these little time-savers 


keep workers happy, save their time! 
Standardize on the Yellow Box Line 
— the line that’s best for you! 


OAKVILLE COMPANY DIVISION | 
SCOVILL MANUFACTURING COMPANY 
Waterbury 20, Connecticut ch. 
wee Yorllse Peiledsiphin © Seton aman St oF 


o~ — 
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5. General supervision of departments involving 
accountability for results in terms of costs, methods 
or personnel. 

Mental and Visual Demand: Mental and visual de- 
mand is the degree of mental and visual application 
required in performing the work. 

. Flow of work and character of duties is inter- 
mittent and only requires attention at intervals. 

2. Flow of work and character of duties require 
frequent visual or mental attention. 

3. Flow of work and character of duties require 
continuous visual or mental attention and coordina- 
tion of manual dexterity. 

4. Requires employee to concentrate mental and 
visual attention on work, closely, for sustained peri- 
ods, and coordination of manual dexterity. 

Requires concentrated and exacting mental or 
visual attention. 

Physical Demand: This attribute defines the 
amount of physical effort required in’ performing 
duties or the physical strain involved. 

Light work requiring little physical exertion; 
sitting at desk only, use of pencil only. 

2. Light work at desk, alternate sitting and stand- 
ing. 

3. Frequent or intermittent physical exertion; 
standing at counter or files or operating machine part 
time. 

}. Considerable walking. Quick or monotonous 
work. Considerable strain. 

5. Continuous physical exertion; operating ma- 
chine continuously. Tedious and exacting work. 


WORKING CONDITIONS WEIGHED 


Working Conditions: Working conditions are the 
surroundings or factors attendant to the work which 
affect the mental or physical well-being of the indi- 
vidual. 

Pleasant office. No disagreeable factors. No 
health or accident factor. 

2. Good shop conditions, slightly dirty, but with 
no feature disturbing the physical or mental well- 
being of the employees. No hazard from nature ol 
work. 

3. Somewhat disagreeable due to occasional expos- 
ure to noise, dust, heat, fumes, mental strain, etc., 
but where they are not continuous if several factors 
are present. 

j- Frequent exposure to several disagreeable fac- 
tors or continuous exposure to one disagreeable 
factor. Considerable hazards. 

5. Continuous exposure to several disagreeable fac- 
tors. Considerable mental strain) connected with 
responsibility of the position. Serious hazards. 

The information from the questionnaires was then 
transferred to job evaluation sheets and point ratings 
were applied. A sample of such a sheet is shown as 
Exhibit II, on page 27. 

When sheets had been developed for every job, a 
chart was prepared, and each job was plotted, with 
dollars per month being shown on the vertical axis 
and job rating points on the horizontal axis. When 
all jobs had been charted, the line of average rela- 
tionship was computed and drawn, as shown in Ex- 


hibit III, on page 28. This can be done in some 
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THIS IS THE YEAR 
to Equip for Efficiency 
with New BERGER Task-Tailored Desks 


RIGHT FOR EXECUTIVES—New, lower, 
more comfortable 29-inch height and 


Big news in desks is the new line 


6 other big advantages. “i “ 
of steel beauties by Berger . . . each one task-tailored 


in every way to provide the maximum in working 
comfort and efficiency. See the whole line, check the 
many important features of each model, and you’re 
sure to agree that this is the year—and now is the time 


IDEAL FOR INTERVIEWERS—Overhang , ‘ 
provides exiva working surface en top, —to replace those outmoded desks in your office with 


leg room underneath. 


DESIGNED FOR SECRETARIES—Spo- 
cious working top, ample drawer 
space, correct-height disappearing 


Berger Task-Tailored Desks. You'll find just-right 
matching companion pieces, too, in new Berger Steel 
Tables, Filing Cabinets, Storage Cabinets and Book- 
shelf Units. See your Berger dealer soon! 


BERGER MANUFACTURING DIVISION 


typewriter shelf. REPUBLIC STEEL CORPORATION 
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1062 BELDEN AVENUE 


CANTON 5, OHIO 
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cases with sufficient accuracy merely by visual inspec- Where:  & Sigma, or the “sum of 
tion; in others, it is necessary to use a formula based N Number of items . 
on the theory of least squares: n = the rank of particular job in question 


The points are quite scattered and yet a general 
relationship exists, as shown by the curve. 

For example, to determine how much should be 
paid for our particular job, let us assume the job 
rating points add up to goo out of a possible 500. 
he first step is to solve for “m,” the gradient of the 
= total job rating points for each job line: we want to learn how many dollars per month 


gradient of line the salary should be increased for cach additional 
point of intersection of Y-axis by line rating point. 


Formula for Determining Line of Average Rela- 


tionship: Y = mX + b 


Where: Y = cents per hour paid for each job 


Let us assume that if the monthly rates of all jobs 
in question were added the total would be $9,360, 
and if the point values of all the jobs were added it 
would come to 9,000. The solution to this first equa- 
tion is rather involved, and will not be illustrated, 
but the answer will be m 1.04. In other words, 
each additional job rating point is worth $1.04 per 
month. 


The values of “m” and “b” can be determined 
from the following formulas. Following their deter- 
mination, insertion in the formula given above per- 
mits determination of the line by solving for any 
value of either X or Y: 


—_ 2 Next, we solve for “‘b,” to see at what point on the 
(XY) -—— n(X) (SY) “dollars per month” line, or Y axis, the line begins. 
ay 'n this case, we assume our job is the tenth in the 
group, and substituting in the equation we get: 


b 9360 — 1.04 (gooo) 


10 10 
936 — 936 

— m(SX) 
= b 
n (To page 86) 


oO 


Handipen 
wrile Way 


us 


to cut waste motio er, id 
Always at hand / 


Dette 


Huge ink capacity <<" >— 


ww e “a 
Exclusive “Capillary” Inking 


Your office workers appreciate the convenience, and their efficiency goes 
up, too, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. 

And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 

Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 


your staff do faster, better, neater work. See your stationer or write us for 
further details. 


153 SENGBUSCH BLDG. * MILWAUKEE 3, WIS. 
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feck 1 


‘ “f 
strikes without warning 
PROTECT YOUR VALUABLE RECORDS NOW—BEFORE IT’S TOO LATE! bi 
Sudden fires in your business office or home can destroy ba aan | FP iis: 
valuable papers in an instant. Get certified fire protec- | : 
tion now with a Victor Fire Drawer. This compact certified — iene 
fire protective unit, available in letter or legal size, fits ie. 2 
conveniently beside your desk and occupies little space. | § 
Instantly ready for all emergencies! a 

Victor Fire Drawer . & é 
Ideal for both the home and office, the Victor Treasure 4 
Chest keeps important papers and valuables safe from ; | a 
the ravages of fire. Made in 3 compact sizes, it can be _, wea +f ou 4 
kept conveniently in a small space. Both units are heavily ce a . hei 3 
insulated and certified to withstand severe heat for at ; 3 
least one hour reaching 1700°F. 4 » bh Se 
See these and other Victor insulated products az 
at your Victor Dealer’s TODAY ! 
Victor Treasure Chest 3 . 
THE VICTOR SAFE & EQUIPMENT CoO., INC. ‘ as 
NORTH TONAWANDA NEW YORE 
OFFICE MANAGEMENT AND EQUIPMENT ’ 
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The line, then, begins at a point where zero points 
equal zero dollars. 

Now, turning to the first equation, and substitut- 
ing: 


Y mX + b 
"= 1.04 (300) 4 
¥ = gis 
Our job, scoring yoo points, is worth $312 per month 


The Binding of 
OFFICE RECORDS 


according to the plan based on the theory of least 
squares, although in this case the actual rate hap- 
pened to be $335. 

Next step involved a grouping of the jobs into 
salary grades, so that it would not be necessary to 


E 
* have separate rates for each job. Eight grades were 
: established, as follows: 
. e 
—at its Simplest and | * *Rate Range 
clary 
H Grade Job Rating Points Minimum Maximum 
Best with 1 Over 364 over $450.00 $. 
| 2 336-364 375.00 450.00 
ACCO FASTENERS | 3 299-335 it 300.00 375.00 
4 277-298 fk 262.50 300.00 
5 252-276 ,, 225.00 262.50 
ACCO PRODUCTS, Inc. 6 923-251 | 187.50 225.00 
7 - 150.00 187.50 
OGDENSBURG, NEW YORK ~ 135.186 ' 419.50 150.00 
In Canada: Acco Canadian Co., Limited, Toronto * Dollars per’ month 
— The salary grades could have been set up in a num- 
WS ber of ways: the ranges could have been wider; there 


could have been overlapping, etc. The determining 
factors are dependent on the particular conditions 
existing in the office. 

This approach to determining a salary scale has 
many advantages, but what is of prime importance 
is that it is fair and equitable. A person is paid in 
accordance with what the job is worth. In addition 
the establishment of ranges makes it possible to rec- 
ognize the superiority of one employee over another, 
even though both have the same job, through Merit 
Rating. 

In Merit Rating, the ability and personal character- 
istics of the employee must be appraised and othe 
factors, such as length of service, must be considered. 
Phe human factor, however, can be evaluated only 
after the job itself is evaluated. The job is the im- 
portant thing; sooner or later in every office its value 
must be established. This is Job Evaluation. 
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Detroit 1, Mich. 


Examine FREE for 10 days 


ble ‘or each funct 
After this period if you agree it is of 


their punched-card equipment 
as possi 


@ Are we using our equipment as effectively 
value to you and your company remit 
Send for your copy, TODAY! 


$6.00 plus postage or return the copy 


without obligation. 


punched-card accounting machines 
using 


@ For what functions are other companies 


@ What are the latest developments 
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« ZE Increasing volume for sales of electronic computing 
2 


equipment is reported by Remington Rand, Ine., which 
has just announced that Engineering Research Associates, 
electronic computer equipment manufacturer which it ac- 
quired last vear as a subsidiary, has been made a division 
of the parent company. 


accounting, 


Beg Pardon! 

In the April issue of Office Management, it was stated on 
page 39 that a new Map-and-Plan Drawer file was manufac- 
tured by Diebold, Inc. This was incorrect; the file, which was 
exhibited at the National Office Furniture Association exhibi 
tion in Cleveland last month, is made by the York Safe and 
Lock Co., Canton 2, Ohio. ; 
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Vol. 2,"The Punched Card Annual” 


Many of the answers to these and other 
Completely NEW , from Cover to Cover! 


pertinent questions will be found in... 
mation for everyone engaged in punched- 


card machine 
and short cuts to more efficient operation. 


Over 200 pages packed full of valuable infor- 
tabulating, forms, accessory 


outstanding authorities. 
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The Punched Card 
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No USE 

LOOKING, 

yY OSCAR... You 

CAN'T SEF my 
PAYCHECK 

ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 

THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


TE Tova?! 
WRIE Het 


Write for samples and prices. 


SIGNALS 
and 


MAPTACKS 


George B. Graff Co., Cambridge 40, Mass. 


May, 1953 


Step Up Office Efficiency 
with ATLAS FILES 


ATLAS DELUXE MODEL 


FOR 300 OFFSET PLATES OR 
500 STENCILS 


THE DELUXE is one of the many 
vertical filing cabinets manufactured 
by Atlas. Constructed of heavy 
gauge steel with ball bearing cast- 
ers, locking stop-arms, piano hinge 
and separate hanger frame. Avail- 
able in three sizes to accommodate 
the three widths of Atlas hangers. 
May be equipped with DSH, SH 
series, PSC series or GRIPDEX 
series hangers. 


ATLAS HANGERS 


Four series of Atlas hangers fill 
every vertical filing need. 

DSH Hangers for stencils. 

SH Hangers for offset plates. 

PSC Hangers for x-ray films, blue- 
prints, stencils in file folders, etc. 
GRIPDEX Hangers for group and 
specialty filing. 


WRITE FOR ILLUSTRATED LITERATURE 
ON THE COMPLETE LINE 


ATLAS STENCIL FILES CORP. 


CLEVELAND 6, OHIO 


OFFICE MANAGEMENT AND EQUIPMENT 


Executives, Office Managers 
and Machine Accountants 
PLAN NOW TO ATTEND 


ie 


CONVENTION 


SCHROEDER HOTEL 
MILWAUKEE, WISCONSIN 
JUNE 18-20, 1953 
For full convention particulars and Exhibitors information 


write: N MAA Convention, Mr. Andrew W Hansen, 1120 
N. Broadway, Milwaukee 1, Wisconsin. 


NATIONAL MACHINE ACCOUNTANTS ASSOCIATION 
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MORE SALES FEATURES— 
MORE SALES 


Led by architects and office planners 
the trend is to Office Valet wardrobe 
equipment. By keeping wraps dry, aired 
and open to germ killing light this 
modern steel equipment helps prevent 
spread of epidemics and resulting ab- 
senteeism. Keeps 
helps floor 
space, fits in anywhere, ends locker 
room evils. 


wraps press," 


employee morale, saves 


Widely advertised in general busi- 
ness, institutional and trade magazines 
this line offers an almost unlimited op- 
portunity for profitable sales to offices, 
factories, schools and institutions. 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 


THE KISCO 
REGAL- AIRE 


Kisco Kid 
Says: 
“It's Gotta 
Be Good To 
Be Guarantecd 
5 Years” 


DRAFTLESS 
EFFECTIVE 


THE KISCO 
LO-AIR 


KISCO COMPANY inc. 


2400 DE KALB STREET ST. LOUIS 4, MO. 


OFFICE MANAGEMENT AND EQUIPMENT 


CLASSIFIED ADVERTISING 


| Rates are i5¢ a word. Minimum charge $3.00. Payable 
| in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. Y. 


Positions Available 


UNUSUAL CIRCUMSTANCES provides excellent opportunity for Sys 
tems and Equipment man with 80 year old business in Western New 
York. Home every night, liberal guarantee plus share of profits and 


Write F. H. Oakleaf Co., N 


|} retirement program Olean, 


ae a 
|For Sale and to Buy, Used Equipment 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture, 


Kardex, Acme-Postindex Will pay more than trade-in allowances 
| Write, Wire. Phone CAanal 6-2054, National Office Equipment C<« 
429 Broome St.. New York 13, N. Y 


| 

| is “= . 

| WANTED ADDRESSOGRAPHS, MULTILITHS, VARITYPERS 
| Mmieographers, ] 
| 
| 
| 
| 
} 


Postal Meters, Folding Machine, Calculators, Adding 
Machines, etc. We pay top prices. Write immediately. Northway Dis- 
tributors, 2621 ist Ave., Seattle, Wash 
| KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe. Rand Vis 


ible Cabinets, wood and steel. Addressograph Cabinets and Trays, 
Trays, ‘1 and insulated. Reconditioned Special prices to 
dealers. We also buy this equipment. Universal Office Equipment Co., 


Inc., 7 Waverly Place, New York, N GRamercy 3-3741 


Ledger 
steel first-class 


| VISIBLE EQUIPMENT bought and sold and exchanged. We specializ: 


m_ rebuilt Kardex, Acme, Globe-Kernicke and Yawman & Erbe visible 
cabinets, as well as other makes. All our equipment is fully recond: 
| tioned and guaranteed. Please write and tell us what equipment you 
need or have for sale. Heineman Office Equipment Co., O.M. 4 N. &th 
St.. St. Louis, Mo 


FOR SALE—Model 904 Addressograph with lister 


$250.00 
Dairy Co., Flint, Mich. 


Me Donald 


INFORMATION 
SERVICE 


Free to Subscribers 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office 
equipment, systems. services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article of brand name and we will endeavor 
to promptly advise you where it can be located. 


OFFICE MANAGEMENT 
and EQUIPMENT 
The Magazine for Office Executives 


212 FIFTH AVENUE NEW YORK 10.N. Y. 


May, 1953 
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Brown Shoe Goes Surburban 


(From page 34) 


ditioning system employing ceilings that “breathe”. 
\ir flow channels along perforated metal panels in 
the ceiling allow air to be distributed at low velocity, 
eliminating drafts. 

Inside the building he found that the filing and 
mail departments, storage areas, and a complete in- 
door garage, equipped with washing racks for cars, 
occupied the ground floor (the one which is partially 
underground). The second floor houses purchasing 
and sales departments, work rooms for pattern 
makers, and the offices of the manufacturing division. 
Bordering the sales offices are a series of individual, 
glass-walled sample rooms, for each of the shoe com- 
pany’s divisions, and a “window service” unit to aid 
Brown franchise dealers to work out their window 
displays. 

The third floor houses the executives’ suite, a board 
meeting room, the advertising and accounting depart- 
ments, and an auditorium seating 400 people which 
is used for meetings, as a recreation center, and as a 
lunchroom where employees who bring their lunch 
from home may eat. 

The interior of the building was designed for flexi- 
bility of moveable partitions to permit a maximum of 
individual comfort, and enable whole sections to be 
easily rearranged whenever necessary. Imaginative use 
of color, which varies from one office area to the next, 
adds to the attractiveness and lack of monotony. 

From the outside the building is equally striking. 
Variegated red brick trimmed with grey Indiana lime- 
stone forms the exterior, while the impressive main 
entrance portico is limestone and granite, with an 
inner curved wall of aluminum framed glass behind 
the stone pillars. The two-story glass wall displays 
the reception area and the curved “floating” stair- 
cases that sweep up the curved rear wall of the ent- 
rance area. A 72-loot mural dramatizing the history 
of the shoe industry is being painted on the interior 
walls of the entrance rotunda. 

Designed by Russell, Mullgardt, Schwarz and Van 
Hoefen, the building, while contemporary in style, 
had been planned to blend with the predominantly 
Colonial architecture of suburban Clayton. 


The Brown Shoe Company's suppliers include 
Adding and bookkeeping machines: 
Adding : National Cash Register Co., Dayton, O.; Underwood 
Corp., New York. 
Bookkeeping: National Cash Register Co., Dayton, O. 

Air Conditioning Equipment: Carrier Corp., Syracuse, N.Y. 
Calculators: Burroughs Adding Machine Co., Detroit; 
Marchant Calculating Machine Co., Oakland, Cal. 

Chairs: Harter Corp., Sturgis, Mich. 

Comptometers: Felt and Tarrant Mfg. Co., Chicago 

Desks: 
Steel: Yawman and Erbe Mfg. Co., Rochester, N. Y. 
Wood: Leopold Co., Burlington, Iowa. 

Light Fixtures: Day-Brite Lighting, Inc., St. Louis 

Steel Files: Peerless Steel Equipment Co., Philadelphia; 

Shaw-Walker Co., Muskegon, Mich. 
Typewriters: Remington Rand, Inc., New York; Royal 


Typewriter Co., New York; Underwood Corp., New | 


York 
Typewriters, Electric: International 
New York 


May, 1953 


The only low priced copy 
holder with high speed 
line finder. 


only $5 -45 


Just flick the rubber 
wheel to operate line 


finder— 


"It works like a charm" 


FRANKLIN TABLE CO. 
116 N. 4th St., Louisville 2, Ky. 


F 
or . . . . 


BETTER OFFICE APPEARANCE 
AND PROTECTION 
| Bassick Casters — Glides — Desk Shoes 
Rubber — Chair Mats — Fibre 
Desk and Chair Guards 
| Plush Fenders —Fan Covers 
WRITE FOR CATALOG — DEPT. F. P. 


THE FLOORCRAFT COMPANY 


Susiness Machines, 


OFFICE MANAGEMENT AND EQUIPMENT 


393 BROADWAY, WORTH 4.5810, NEW YORK 13, N. Y. 
quent, vewm We We Ve 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich 


HELP THE BLIND 
HELP THEMSELVES 


GIVE 


GENEROUSLY 
TO THE LIGHTHOUSE 


$2,500,000 IS NEEDED 


The N. Y. Association for the Blind 
11t East 59th St., N. Y. C. 22, N. Y. 


n Queens: 


| 
3620 Northern Blvd., L.I.C. 
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“Diamond-Arrow” Casters 


on Bassick 
Rubber-Cushion Glides 


on Bassick 
Nomar Cups and Shoes 


Three good ways to protect 
office floors, rugs and furniture 


@ Protect your investment in office floors, rugs and fur- 
niture with Bassick — the world’s largest line of casters, 
glides, cups and shoes. Get them at your office supply store 
or write to THE Bassick Company, Bridgeport 2, Conn. 
In Canada: Belleville, Ont. 29.3.36A 
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Bassick 


A DIVISION OF 


ADVERTISER'S INDEX 


A 
Acco Products, Inc ntastaha/ aaa 
Agency—LaPorte & Austin, Inc. 


Aluminum Seating Corp rs 
American Cancer Society ; 72 
Atlas Stencil Files Corp soa ae 


B 
Bassick Co., The 


“— y—James Thomas Chirurg Co., 
nc. 

Baumgarten, Fred. 89 
Beach Publishing Co . 89 


Berger Mfg. Div : 83 
Agency— Meldrum & Fewsmith, Inc. 


c 
Cole Steel Equipment Co., Inc. 
55, 56, 57, 58 
Agency—Ehrlich & Neuwirth, Inc. 
Corbin Cabinet Lock., Division 
American Hardware Corp... 51 
Agency—Horton-Noyes Co, 


E 
Eastern Corp 62 
A gency—-Sutherland-Abbott, Adv. 
Eastman Kodak Co 63 
Aigency—J. Walter Thompson C« 
Edison, Inc., Thomas A 61 
igency—Green- Brodie 
Esterbrook Pen Co., The 12 
igency—The Aitkin Kynett Co. 


F 
Faber Pencil Co., Eberhard 70 
igency—Hicks = Greist, Inc. 
Floorcraft Co., The 89 
Franklin Table Co 89 
G 
G. R. Products, Inc 8 
Agency—John Norman Adr. Agence y 
General Binding Corp 65 
Agency—Roberison = Buckley, Inc. 


General Fireproofing Co., The 15 


igency—The Griswold-Eshleman Co, 
Goodall Fabrics, Inc 3rd Cover 
Agency—Ruthrauff = Ryan, Inc. 
Graff Co., George B 87 
igency——Eddy-Rucker-Nickels Co 
The 
H 
Hughes Aircraft Co 73 
Aigency—Foote, Cone = Belding 


I 
Imperial Desk Co 68 
Agency— Keller-Crescent C« 
Indiana Desk Co 72 
Agency—Keller-Crescent Co 
Industrial Tape Corp 37, 38 
Agency—The Aitkin K ynett Co. 
J 
Jasper Chair Co . 76 
A gency—Zimmer-McClaskey Adv. 
Jasper Seating Co 60 
A gency—Keller-Crescent Co. 
K 
Kee Lox Mfg. Co 75 
Kisco Co., Inc 88 
Agency—Erber Adv. Agency 
M 
Macey-Fowler, Inc 4 
Agency—Giraudan Advertisine, Inc. 


Magnetic Recording Industries. 67 


Agency— Bertram Coren 
Metal Office Furniture Co 3 
Agency—Wesley Aves & Assoc., Inc. 


OFFICE MANAGEMENT AND EQUIPMENT 


Mittag & Volger, Inc... 2nd Cover 
Agency—Cam pbell-Ewald Co., Inc. 
Mosler Safe Co., The........... 17 
Agency—Stockton, West, Burkhart, 

Inc. 


N 


National Business Show Co 
Agency—Osgood & Hazen 


National Cash Register Co., The 11 


igency——McCann-Erickson, Inc. 
National Machine Accountants 
Association : 
National Office Management 
Association. eee 
Agency—-Ralph A. Hart, Adv. 


National Vulcanized Fibre Co... 78 


Agency—John Gilbert Craig, Adv., 
Inc. 
Neenah Paper Co 14 
Agency Burnet-Kuhn Adv. Co. 


Northwest Metal Products Co 72 
igency—-R. C. Breth, Inc. 


Oo 
Oakville Co., Div. Scovill Mfg. 
Co 
igency--E-dward Graceman ©& Assoc. 
Office Management & Equip- 
ment ’ 
Olivetti Corp. of America 74 
Agency—Geyer Advertising, Inc. 
Outlook Envelope Co 87 
igency irthur C. Barnett, Ad: 
Ozalid Div., General Aniline & 
Film Corp 


Agency—The Biow Co., Inc. 


P 
Parsons Paper Co 
Agency—Wilson, Haight & Welch, 
Ine 
Pronto File Corp 55, 56, 57, 58 
Agency—EArlich & Neuwirth, Inc 
Punched Card, The 86 
Agency—Gille Associates Adv. Agency 
R 
Remington Rand, Inc 79 
Agency—Leeford Adv. Agency, Inc. 
Resolite Corp 18 
igency—Dan W. Frye Adv. 


Reynolds & Reynolds Co 


igency—Weber, Geiger & Kalat, Inc. 
Roberts Rubber Co., Weldon 80 
Agency—LaPorte & Austin, Inc 
Rockwell-Barnes Co 64 
Agency—George H. Hartman C« 
Rudd-Melikian, Inc 13 
{gency—W. S. Roberts, Inc 


Ss 
Security Steel Equipment Corp 10 
Agency—Kenyon- Baker Co. 
Sengbusch Self-Closing 
stand 
igency—Hofiman > 
Sloane, W. & J ekevd 
Agency—The Wesley Associates 
Smead Mfg. Co., Inc., The 
Agency—-Greene Engraving Co. 
Sturgis Posture Chair Co 9 
Agency— Blaco Adv. Agency 


Ink- 
York, Inc. 


19, 20 


U 


Underwood Corp 4th Cover 
Agency— Marschalk & Pratt Co. 


Vv 
Victor Safe & Equipment Co., 
Inc., e 
igency—Leeford Adv. Agency, Inc 
Vogel-Peterson Co 88 
Agency—Ross Llewllyn Ine 


85 


Ww 
Weber Addressing Machine Co 51 
Wellington Sears 77 


Ellington = Co., Inc 
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“, “The appearance of the exterior of our building is 
greatly enhanced and the load on the air-conditioning 
system is greatly lightened when (Goodall Casement) 
curtains are drawn tight against the sun.”’ 


Sang.d Dlr 


New Hampshire Fire Insurance Co. 


Assistant Secretary, 


—New Hampshire Fie Insurance oy Uses ‘ 
—— Uoodal Casement Cu : 


The beauty and efficiency of the 
New Hampshire office building 
in Manchester, N. H., is supplemen- 
ted with Goodall Casement Curtains. 
Like modern office buildings every- 
where, New Hampshire chose 
Goodall for these superior features: 


APPEARANCE — Goodall Casements 
come in a rich variety of weaves, 
colors, and textures . . . give the soft 
appearance of draperies. 


TEMPERATURE CONTROL— Goodall 
Casements are highly reflective . . 

bounce back the sun’s hot visible 
and infra-red rays. This eases the 
load on air-conditioning systems... 


For full information write: Goodall Fabrics, Inc., Casement 


aids in keeping non air-conditioned 
offices cooler, more comfortable. 


LIGHT CONTROL — Goodall Case- 
ments diffuse sunlight into soft, 
giareless light that helps provide bet- 
ter working conditions at maximum 
distance from windows. 


NOISE CONTROL — Goodall Case- 
ments absorb noise. The sound of 
office machines, ringing telephones, 
voices, all are perceptibly muffled. 


LONGER WEAR—Because Goodall 
is not married to any one fiber, 
Goodall Casement Curtains are 
Blended-to-Perform.That means they 
are composed of a variable blend of 


Division, 525 Madison Avenue, New York 22, New York 


fibers...Angora Mohair, rayon, ace- 
tate, cotton and nylon... fibers 
chosen for their greater durability 
and lasting luxury. 


EASIER MAINTENANCE—Dust 
virtually slides off the smooth sur- 
face of Goodall Casements. They 
resist wrinkling, stay fresh longer. 
They can be washed or dry cleaned 
thanks to multiple processes that 
minimize shrinking, sagging, 
stretching. 


Pee Fim eeT AME iM kiaased.w a 


©1953 Goodall Fabrics, Inc., Subsidiary, Goodall-Sanford, Inc. | Sole Makers of World-Famous PALM BEACH® Cloth) *Reg.T.M. 


GOODALL FABRICS, 


SIF ASTIOCIOIS 


INC. NEW YORK «BOSTON e CHICAGO +s DETROIT ¢SAN FRANCISCO’ LOS ANGELES 
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When you’ve got to 


figure on speed 


and make a record, too 


— P| 
Want to come in first with figure-facts...and 
have a record to show for it? 


Here’s your winner! It’s the Underwood 
Sundstrand Automatic Printing Calculator... 
which does the work of two different machines. 


1...It’s a general-purpose . . . multi- 
purpose machine which adds...subtracts 
...multiplies...divides. 


2...It makes a two-color printed record 

of every operation. 
And as an extra plus...it provides the 
Automatic Credit Balance. 


UNDERWOOD 


Corporation 


Underwood 


Keyboard 


Printing Calculator 


Both large and small offices find the Under- 
wood Sundstrand Printing Calculator indis- 
pensable. It makes it possible for an operator 
to change quickly from one type of calculation 
to another...without changing machines! 

And how easy it is for even untrained help 
to operate it! All of its various functions are 
performed with only 10 numeral keys, all 
grouped under the fingers of one hand. Work 
is speeded, fatigue reduced, errors cut. 

More good news! The new Underwood Sund- 
strand Printing Calculator goes to work for so 
little money! Get a demonstration or full 
particulars today. 


Adding Machines... Accounting Machines... 
Typewriters ...Carbon Papers... Ribbons 


New York 16, N. Y. 
Toronto 1, Canada 


One Park Avenue 
Underwood Limited 


Sales and Service Everywhere 
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